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Typographical Conventions 

Convention Example 

References to a button are indicated by a 
constant width font and in bold. 

Select the Save button. 

References to email addresses are indicated in 
italics. 

For additional assistance, send email to 
jane.doe@usda.gov. 

References to menu options are indicated in 
italics and in bold. 

To print the Earnings and Leave (E&L) 
Statement, select File > Print. 

References to system messages are indicated by 
a constant width font and are italicized. 

The message Changes have been made. 
Save changes? is displayed. 

References to valid values are indicated by a 
constant width font and are italicized. 

Valid values are None, End or Start. 

References to actual data are indicated by a 
constant width font. 

Enter 10 into the field. 

References to telephone numbers are indicated 
in bold. 

For assistance, call 1-800-555-1212. 
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About This Procedure 

This procedure provides instructions for accessing and operating the Reporting Center. The 

following information will help you use the procedure more effectively and locate further 

assistance if needed. 

How This Procedure Is Organized 

The major sections of this procedure are described below: 

Overview presents an overview of the Reporting Center, including security access 

information and instructions for accessing the system. It also provides basic operational 

information including how to get help using the Reporting Center. 

Getting Started in the Reporting Center (on page 17) provides instructions for logging 

on and off of the Reporting Center, as well as, password and menu information. 

Using the Reporting Center provides instructions for creating and saving reports in 

various formats. 

Administrative Reports (on page 31) provides reports containing administrative data. 

Financial Reports (on page 67) provides reports containing financial data. 

Personnel Action Reports (on page 111) provides reports containing data from employee 

personnel actions. 

Workforce Reports (on page 153) provides reports containing workforce diversity 

information. 

Security Reports (on page 475) provides reports containing security access and usage 

information. 

The Index provides an alphabetical list of all headings in the procedure. When a heading 

is referenced, you can use this index to locate the page number. 

To keep you informed about new or changed information related to this system, the National 

Finance Center (NFC) issues short publications called bulletins. This procedure and all related 

bulletins are listed in the NFC Publications Category available online from the NFC Home Page 

(http://www.nfc.usda.gov). Users can choose to view and/or print bulletins from the list provided 

in the Publications Category. 

Who To Contact for Help 

For questions about the system (including help with unusual conditions), contact the NFC 

Contact Center at 1-855-NFC4GOV (1-855-632-4468). 

http://www.nfc.usda.gov/
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For access to the Reporting Center, contact your Agency Security Officer (ASO). 
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Overview 

The Reporting Center is a Web-based application designed, developed, and maintained by NFC 

for personal computers (PC) running any current version Internet browsers with JavaScript 

enabled. The Reporting Center is an interactive Web site that enables Agencies to produce 

predefined and customized reports. The Reporting Center is accessed from the Application 

Launchpad on the NFC Home Page (http://www.nfc.usda.gov). These reports can be viewed 

online, printed, saved to a folder, and/or displayed in a graphical format. 

The Reporting Center is available for use by the following individuals: 

 Managers 

 Personnel specialists 

 Other employees of NFC-serviced Agencies 

The following types of reports are available on the Reporting Center: 

 Administrative 

 Financial 

 Personnel Action 

 Workforce 

 Security 
 

This section includes the following topics: 

Related Systems ........................................................................................................ 13 

Responsibilities ......................................................................................................... 15 

Access and Security .................................................................................................. 16 

 
 

Related Systems 

Listed below are systems from which data is obtained for Reporting Center reports. 

Central Accounting System (CAS). CAS produces financial management reports required of 

Treasury, the Office of Management and Budget (OMB), the General Services Administration 

(GSA), and other Agencies. 

Employee Reporting System (EMPR). EMPR maintains master files on employment data. 

http://www.nfc.usda.gov/
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EmpowHR. EmpowHR, a human-capital management application comprised of an integrated 

suite of commercial and Government applications, supports all critical human resources 

components in a single enterprise system. 

Federal Agency Centralized Trial Balance System II (FACTS II). The FACTS II database 

contains budgetary information used for Budget Execution and Budgetary Resources and 

year-end closing statements. 

Financial Management Modernization Initiative (FMMI) (Federal Financial System 

(FFIS)). FMMI, a fully integrated financial package that is designed to meet stringent budget 

and funds control needs, as well as, complex multi-fund accounting and reporting needs, 

integrates a wide range of accounting-related functions to support a comprehensive financial 

system including: 

 Budget and funds control 

 Cost allocation 

 Project cost accounting 

 Spending 

 Accounts receivable 

Information Research/Inquiry System (IRIS). IRIS provides access to at least 1 calendar year 

of current and 5 calendar years of historical payroll/personnel data and certain payroll document 

history. 

Integrated Acquisition System (IAS). IAS provides a complete purchase order system used for 

the purchase of goods and services from commercial or Governmental suppliers. IAS processes 

obligations, accruals, and vendor payments for all transactions submitted. IAS produces 

disbursement, accounting, and reporting records and internal journal vouchers. Different codes 

enable IAS to pay and account for transactions based on a predetermined method of payment 

(e.g., scheduled payments, advance payments, or partial payments). 

Intragovernmental Payment and Collection System (IPAC). IPAC obligates funds for 

transactions between Government Agencies. 

Miscellaneous Payments System (MISC). MISC processes a variety of payments and 

transactions. MISC supports a variety of payments and adjustments. This permits authorized 

Agencies to record disbursement and adjustment transactions within and between Agencies 

directly to accounting records maintained at NFC. 

Online Payment and Collection System Intragovernmental Transactions (OPAC). OPAC 

obligates funds for transactions between Government Agencies. 

Payroll Processing System (PAYE). PAYE computes the employee’s gross pay, makes 

applicable deductions, applies adjustments (corrected Time and Attendance (T&A) reports 
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and/or personnel documents) from the Adjustment Processing System (ADJP), develops the net 

amount due, and prepares data for the issuance of a salary payment by Treasury. PAYE updates 

the database to reflect salary payments as well as the employee’s leave. PAYE also prepares an 

earnings statement for all paid employees each pay period, reflecting the current payment, plus 

year-to-date (YTD) information on earnings, deductions, leave, bonds, adjustments, retirement, 

etc. Reports that are updated biweekly are updated on the Monday following the weekend that 

PAYE is run. 

Planning and Tracking System (PATS). PATS tracks/monitors all system-related projects 

initiated by the payroll/personnel community. 

Travel System (TRVL). TRVL processes travel authorizations, travel advances, and travel 

vouchers for local and relocation. Documents may be entered into TRVL in three ways: 

 via hard-copy forms, 

 through travel online data entry, or 

 through the Personal Computer Travel System (PC-TRVL). 
 

Responsibilities 

Listed below are the responsibilities of the primary organizations involved in processing and 

system maintenance. 

Agency: 

 Assigns profiles to employee(s). 

 Submits access (and access termination) requests for user(s). 

National Finance Center: 

 Provides security to prevent unauthorized personnel from accessing the Reporting Center. 

 Provides Agencies the capability to view and modify transmitted transactions. 

 Maintains suspense transactions in the database until they have been corrected or deleted. 

 Applies all successfully processed transactions to the database. 

 Provides help text and procedures for users. 

User: 

 Never leaves Reporting Center session unattended. 

 Does not use the Auto Complete for user identification (ID) and passwords. 

 Does not give password to anyone. 



 
Publications Category: Reporting 

Reporting Center 
 

 
 
 

16 
 

 

 Changes password if there is any suspicion that it has been compromised. 

 Clears history after each session, when using a shared PC. 

 Exits the NFC Home Page before going on to other sites. 
 

Access and Security 

Security is designed to prevent the unauthorized use of systems and databases. 

To access the Reporting Center, you must: 

 Use a PC and a secured telecommunications link to NFC. 

 Have authorized security clearance. 

For information about connecting and disconnecting from your telecommunications network, see 

the instructions that are provided with your specific network. 

Individuals must request access through their Agency’s NFC security officer. The request should 

provide the following information: 

 User name. 

 User Social Security number (SSN). 

 User ID. 

 User email address. 

 Agency name. 

 User access level requested. The requester must state whether or not the user requires 

access to sensitive data (data contained in the IRIS 300 level screens) and/or detail data. 

 Security officer or user acceptance tester. If the user is either a security officer or a user 

acceptance tester, this must be stated on the request. 

 Telephone number. 

 Application name (Reporting Center, including the reports and organizations needed).  

Note: If the user requires access to Administrative Reports, these reports must be listed 

individually due to the nature of the data. 

The access level requested should be based on the individual’s assigned work requirements and 

job functions. 
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Getting Started in the Reporting Center 

To use the Reporting Center, you must have some knowledge of Microsoft Windows. Use your 

Windows user guide for help with navigating in a Windows environment. Also, online help is 

available to assist you in learning about processing Reporting Center requests. 

The online help feature is available as a reference tool when you are requesting data in the 

Reporting Center. To use online help, select More on any report page. 

Note: Online help is only available on the report pages, not the menu pages. 

This section includes the following topics: 

Starting the Reporting Center................................................................................... 17 

Exiting the Reporting Center .................................................................................... 24 

Select a Report Menu ................................................................................................ 24 

 
 

Starting the Reporting Center 

The Reporting Center Main Menu is displayed when you select the OK button on the Warning 

Message page. The Reporting Center Main Menu offers How Do I for instructions for functions on 

the Reporting Center, Report Descriptions which offers a drop down containing descriptions of 

available reports, a Message Board which contains a list of the most recently updated reports, and 

a News section which gives information regarding current updates to the Reporting Center. The 

text on these options changes as information is updated on the Reporting Center. 

To start the Reporting Center: 

1. Log on to the Internet. 

2. Connect to the NFC Home Page (http://www.nfc.usda.gov). 

http://www.nfc.usda.gov/
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3. On the Application Launchpad on the NFC Home Page, select the Reporting Center icon. 

A Warning page appears. 

 

Figure 1: Warning Page 
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4. After reading, agreeing to, and accepting the Warning page, select the OK button. The 

Reporting Center Main Menu is displayed. 

 

5. To view a list of reports available under each category and a description of each report, 

select from the Report Descriptions drop-down. This list will display all available reports. 

Once you login to the Reporting Center, you will only be able to see a list of those reports 

available to you based on your security access. 

Note: This procedure contains all available reports. 
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A Message Board is also displayed when starting the Reporting Center. This message 

board is located to the right of the Main Menu and contains a list of the most recently 

updated reports and any news pertaining to the Reporting Center. 

 

6. On the Reporting Center Main Menu, complete the fields as follows: 

Field Description/Instruction 

User ID Type your Reporting Center user identification (ID). 

Password Type your password.  

Note: If you are accessing the Financial Statement Data 

Warehouse (FSDW) Financial reports, your Reporting 

Center password must be the same as your NFC Mainframe 

password. 

Change Password Defaults to blank. Select this box if you wish to change your password. If 
you select this box, the Change Your Password popup appears after you 
select the Login button. For instructions on changing your password, 
see Change Your Password. 

How Do I Select to receive instructions for performing various functions in the 

Reporting Center. Valid values are create a report?, save 

customized reports?, use the Org Structure 

Wizard?, and export to a spreadsheet?. 

Report Descriptions Select to receive descriptions of reports available. All reports currently 
available on the Reporting Center are listed on Reports Descriptions. 

  

7. After completing the User ID and Password fields, select the Login button to login to the 

Reporting Center. If you do not have a user ID and password, you must have your ASO 

submit a Security Access Request requesting access to the Reporting Center. For more 

information on obtaining a user ID and password, see Requesting Access to the Reporting 

Center. 

8. After logging in, you can perform any of the following options: 

 Change Your Password. 
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 Use the eAuthentication Login (for United States Department of Agriculture (USDA) 

Employees Only). 

 Use the Description Popups. 

 Use the How Do I Popups. 

For more information see: 

Change Your Password ............................................................................................ 21 

Use the eAuthentication Login (for Department of Justice (DOJ) and United States 
Department of Agriculture (USDA) Employees Only) ............................................ 22 

Use the Description Popups .................................................................................... 22 

Use the How Do I? Popups ....................................................................................... 23 

 
 

Change Your Password 

You can change your password at any time, but not more than once a day. You will also need to 

change your password when it expires. 

To change your password: 

1. On the Reporting Center Main Menu, select the Change Password box. 

2. Select the Login button. The Change Password popup appears. 

 

Figure 2: Change Password Popup 

3. Complete the fields as follows: 

Field Description/Instruction 

New Password Type your new password. 

Confirm Password Retype your new password. 
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4. Select the Save button to save the change. A Confirmation popup appears. 

5. Select the Return button to exit the Confirmation popup. The Select a Report menu is 

displayed. 

  
 

Use the eAuthentication Login (for Department of Justice (DOJ) and United States 
Department of Agriculture (USDA) Employees Only) 

DOJ and USDA employees have the option of logging on to the Reporting Center using an 

eAuthentication user ID. 

To log on to the Reporting Center using an eAuthentication user ID (for USDA employees 
only): 

1. Connect to the NFC Home Page (http://www.nfc.usda.gov). 

2. On the Application Launchpad on the NFC Home Page, select the Reporting Center icon. 

A warning message appears. 

3. After reading, agreeing to, and accepting the warning message, select the OK button. The 

eAuth Login is displayed. 

4. Select the eAuth Login button. The USDA eAuth Web site is displayed. 

 

Use the Description Popups 

The Report Descriptions box provides popups that contain descriptions of reports in the 

Reporting Center. 

To use the Description popups: 

1. On the Reporting Center Main Menu, select a report from the Report Descriptions box. 

http://www.nfc.usda.gov/
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2. Select the View button. A Description popup appears. 

 

3. Use the Back button to close the description and return to the Reporting Center main 

menu. 

 

Use the How Do I? Popups 

How Do I? popups are available on the Reporting Center Main Menu. These popups allow users 

to follow steps in performing various functions on the Reporting Center. 

To use the How Do I popups: 

1. On the Reporting Center Main Menu, select the applicable question from the How Do I 

box. 

2. Select the Find Out button. A How Do I? popup appears with the information requested. 

 

Figure 3: Example of a How do I Popup 

3. Select the Back button to return to the Reporting Center Main Menu. 

 



 
Publications Category: Reporting 

Reporting Center 
 

 
 
 

24 
 

 

Exiting the Reporting Center 

You can exit the Reporting Center from any page in the application. 

To exit the Reporting Center: 

1. At any Reporting Center page, select the Logoff button. 

 

Select a Report Menu 

The Select a Report Menu is displayed after you log in to the Reporting Center. The Select a 

Report Menu allows you to choose the type of report that you wish to display. 

There are multiple report categories on the Select a Report Menu. You can select the + to expand 

each category, thereby displaying a list of reports under that category. 

The Select a Report Menu displays the following: 

 Administrative Reports. Provides administrative type reports.  

 Financial Reports. Provides reports containing financial data (including FSDW data).  

 Personnel Action Reports. Provides reports containing data based upon employee 

personnel actions.  

 Workforce Reports. Provides reports containing data based upon workforce diversity.  

 Security Reports. Provides reports listing security and inactivity data for users of NFC 

systems and applications. 

 PCIP Reports. Provides a report containing enrollee information for the PCIP program. 

 My Reports. Contains reports created for and by the user. These are reports that a user 

runs often and saves to the My Reports folder to run periodically without having to 

reenter the criteria. 

 Logoff. Exits the Reporting Center. 
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Using the Reporting Center 

Creating Reports 

The Reporting Center allows you to create various reports. 

To create a report: 

1. On the Select a Report Menu, select the applicable report to be created. The selected 

report is displayed. 

2. Complete the fields on the applicable report. 

OR 

Select the applicable criteria for the report. 

3. After completing each field, select the applicable command button. 

Note: After you select a field, if you know the first character of the value that you wish to enter in 

a field, you can type that character and the list will jump to values beginning with that character. 

Note: If you only have access to one Agency, organizational information will be completed for 

you. 

Note: If you do not have access to sensitive data, you will not see the fields where sensitive data 

is displayed. Also, if you do not have access to sensitive data and after running a report, you get a 

result of a sensitive data value less than 3, an * (asterisk) will be displayed in the field rather than 

the number. 

4. After all fields are completed, select the applicable action to be taken on the Run the 

Report menu. Depending on the report selected, there are four Run the Report menus. 

The following actions may be taken from the Run the Report menus. 

 Run the Report. Displays the report. 

 Save in My Reports Folder. Saves the report in the My Reports option. 

 Save Report as a Spreadsheet. Displays the report as a spreadsheet. 

 Save Report in a Folder. Saves the report to a folder. 

 Save Output in a Folder. Saves the report to a folder. 

 Save Output as a PDF. Saves the report as a public displayable file (PDF). 

5. After selecting the applicable action, select Go. The report is processed. 
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Creating a Report as a Chart or Graph 

The Reporting Center allows all Personnel Action reports and certain Workforce reports to be 

displayed as charts and/or graphs. Only those reports that contain the field Report as Chart or 

Graph can be displayed as a chart or graph. 

To create a chart or a graph: 

1. On the Select a Report Menu, select the applicable report. The selected report is 

displayed. The following reports have the Report as Chart or Graph field: 

Personnel Actions Report menu 

 All Actions 

 Hires 

 Promotions 

 Separations 

 Separations Minority Profile 

Workforce Reports menu 

 Retirement Eligibility 

 Retirement Profile (Inc. Early Out) 

 Salary Summary 

2. Complete the fields on the appropriate report. 

3. After completing each field, select the applicable command button. 

4. To create a chart, select Chart in the Report as Chart or Graph field. 

OR 

To create a graph, select Graph in the Report as Chart or Graph field. 

5. Select the applicable action to be taken on the Run the Report menu. 

6. After selecting the applicable action, select the Go button. The report(s) is displayed. 

Viewing Reports Online 

You can run certain reports to be viewed online. Only reports that have the Run the Report option 

on the Run the Report menu can be viewed online. These reports may also be printed using this 

option. 
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To view a report online: 

1. On the Select a Report Menu, select the applicable report. The selected report is 

displayed. 

Note: All reports except Energy Data Download, Telephone Download, Employee Search (by 

Name), FSDW Facts I File, and Employee Search (by SSNO) have the Run the Report option on 

the Run the Report menu. 

2. Complete the fields on the applicable report. 

3. After completing each field, select the applicable command button. 

4. Select Run the Report on the Run the Report menu. 

5. Select the Go button. The report is displayed for viewing. 

Saving Reports in My Reports Folder 

You can save your report(s) to the My Reports folder option. By saving your report(s) to My 

Reports folder, you can run the same reports periodically without having to re-enter data. When 

using this option, you can only run the report with the data previously entered. This is most 

useful when running routine reports that contain current data. You cannot change any of the 

selection criteria when using this option. 

The My Reports popup appears when you select the Go button after selecting Save in My Reports 

Folder on the Run the Report menu. 

To save a report to My Reports: 

1. On the Select a Report Menu, select the applicable report. The selected report is 

displayed. 

Note: All reports except Employee Search (by Name), FSDW Facts I File, and Employee Search 

(by SSNO) have the Save in My Reports Folder option on the Run the Report menu. 

2. Complete the fields on the applicable report. 

3. After completing each field, select the applicable command button. 

4. Select Save in My Reports Folder on the Run the Report menu. 

5. Select the Go button. The My Reports popup appears. 

6. Complete the fields as follows: 

Field Description/Instruction 
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Field Description/Instruction 

Report Name Type the name that you want to give the report. This should be 
something easy for you to remember. Information in this field may be 
changed. 

Sub Heading (Selection 
Criteria) 

System generated based upon criteria entered on the report. 

Notes Type any notes related to the report. This field is available for you to 
record any information that will help you when running the report. 
Information in this field may be changed. 

  

7. Select the Done button. A confirmation popup appears. 

8. Select the OK button. The report requested is displayed. 

Retrieving Reports from Your My Reports Folder 

You can retrieve reports that you have previously saved from your My Reports folder. By 

retrieving a report from your My Reports folder, you can run the report with the most current 

information in the database based on the criteria that you entered when you saved the report to 

My Reports. 

The My Reports Listing menu is displayed when you select My Reports on the Select a Report 

menu. 

To retrieve a report from your My Reports folder: 

1. On the Select a Report menu, select My Reports. The My Reports Listing menu is 

displayed with a list of reports that you saved to your My Reports folder. 

2. Complete the fields as follows: 

Field Description/Instruction 

List Box System generated based on the names that you gave the reports saved 
to your My Reports folder. A list of reports saved is displayed in this field. 
Select the applicable report to be retrieved. 

Include Notes Defaults to Yes. Select the applicable radio button to designed whether 

or not to include notes when running the report. These are notes from 

the Notes field on the My Reports popup. Valid values are Yes and No.  
  

3. Select the Select button. A popup appears listing the report selected. 

4. After selecting the Select button, select the applicable action on the Run the Report menu 

(for My Reports). 

The following actions may be taken from the Run the Report menu (for My Reports). 
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 Run the Report. The report is displayed. 

 Edit My Reports (Title and Notes). You can modify the Report Name and/or Notes 

field(s) on the My Reports popup. You cannot modify the fields on the report. The 

only way to modify the fields on a report is to select the applicable report, complete 

the fields, and rerun the report. 

 Remove From My Reports List. You can remove the report from your My Reports 

folder. 

 Save Report as a Spreadsheet. The report is displayed as a spreadsheet. 

 Save Output in a Folder. The report is saved to a folder. 

 Save Output in a Folder. The report is saved as a pdf. 

5. Select the Go button. 

Creating a Spreadsheet 

The Reporting Center allows you to create a spreadsheet for certain reports. Only reports that 

have the Save Report as a Spreadsheet option on the Run the Report menu can be created as 

spreadsheets. 

To create a spreadsheet: 

1. On the Select a Report menu, select the applicable report. The selected report is 

displayed. 

Note: All reports, except SF 2812, Employee Search (by Name), and Employee Search (by 

SSNO) have the Save Report as a Spreadsheet option. 

2. Complete the fields on the applicable report. 

3. After completing each field, select the applicable command button. 

4. Select Save Report as a Spreadsheet on the Run the Report menu. 

5. Select the Go button. 

6. Follow the on-screen prompts unique to your browser/setup to save your report as a 

spreadsheet. After you follow the prompts, your report will be displayed as a spreadsheet. 

Saving Reports to a Folder 

The Reporting Center allows you to save some of your reports to a folder so that more than one 

person can utilize the report(s). Only reports that have the Save Report in a Folder option or the 

Save Output to a Folder option on the Run the Report menu can be saved to a folder. 
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To save reports to a folder: 

1. On the Select a Report menu, select the applicable report. The selected report is 

displayed. 

Note: All reports except Energy Data Download, Telephone Data Download, Employee Search 

(by Name), and Employee Search (by SSNO) have the Save Report in a Folder option or the 

Save Output to a Folder option. 

2. Complete the fields on the applicable report. 

3. After completing each field, select the applicable command button. 

4. Select Save Report in a Folder or Save Output to a Folder on the Run the Report menu. 

5. Select the Go button. 

6. Follow the on-screen prompts unique to your browser/setup to save your report to a 

folder. After you follow the prompts, your report will be saved in a folder. 
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Administrative Reports 

This report category contains administrative type reports. 

This section includes the following topics: 

Cost Metrics Reports ................................................................................................. 31 

OTRS/IPAC ................................................................................................................. 32 

E&L Statement Metrics .............................................................................................. 34 

Energy Data Download .............................................................................................. 36 

Energy Detail .............................................................................................................. 38 

Energy Summary ....................................................................................................... 41 

GESD Request Tracking Report ............................................................................... 44 

Leave Error Report .................................................................................................... 46 

Outstanding Travel Advances (3731) ....................................................................... 47 

T&A Error Analysis .................................................................................................... 50 

T&A Missing Personnel Actions ............................................................................... 51 

T&A Reject Report ..................................................................................................... 52 

T&A YTD Reject Report ............................................................................................. 53 

T&As Not Received by NFC ...................................................................................... 54 

Telephone Download ................................................................................................. 55 

Telephone Over the Max Limit Report ..................................................................... 59 

Utilities (UTVN) Download ........................................................................................ 61 

W-2 Processing Metrics ............................................................................................ 64 

 
 

Cost Metrics Reports 

The Financial Management Office (FMO) Key Cost Metrics Reports contain information 

collected by NFC’s Financial Management Office and is updated monthly. 

To run a Cost Metrics report: 

1. Select Cost Metrics Reports on the Administrative Reports menu. The Cost Metrics Report 

search fields are displayed. 

 

Figure 4: Financial Management Office (FMO) Key Cost Metrics Reports 
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2. Complete the fields as follows: 

Field Description/Instruction 

Cost Metrics Report Defaults to Number of Employees Paid. 

Select this field to select which type of cost metrics report that you would 

like to run. Valid values are Number of Employees Paid and 

PayPers FOCUS and CULPRPT CPU Utilization.  

Department Select this field to select the applicable Department. After making your 
selection, select Done, Cancel, or Reset as applicable. 

Agency Select this field to select the applicable Agency. After making your 
selection, select Done, Cancel, or Reset as applicable. 

Fiscal Year Select this field to select the applicable fiscal year. After making your 
selection, select Done, Cancel, or Reset as applicable. 

After running the Cost Metrics Report, the FMO Key Cost Metrics Reports (with criteria) 

is displayed. 

 

  

 

OTRS/IPAC 

The OPAC/IPAC Tracking and Reconciliation (OTRS/IPAC) Report contains Online Payment 

and Collection Tracking and Reconciliation System (OTRS) accounting data used to track bills. 

There are two reports available on this option. They are the Aged Report of Unprocessed 

OPAC/IPAC Bills and the Completely Processed OPAC/IPAC Bills. Data for this report is obtained 

from the OTRS/IPAC database and is updated nightly. 
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To run an OPAC/IPAC Tracking and Reconciliation (OTRS/IPAC) report: 

1. Select OTRS/IPAC on the Administrative Reports menu. The OTRS/IPAC Report search 

fields are displayed. 

 

Figure 5: OPAC/IPAC Tracking and Reconciliation (OTRS/IPAC) Report 

2. Complete the fields as follows: 

Field Description/Instruction 

OTRS/IPAC Report Defaults to Aged Report of Unprocessed OPAC/IPAC 

Bills. 

Select this field to select the applicable type of report to be run. Valid 

values are Aged Report of Unprocessed OPAC/IPAC 

Bills and Completely Processed OPAC/IPAC Bills.  

You can also select from various spreadsheets. If you select one of the 
spreadsheets, the report is run based upon the spreadsheet selected. 
You do not need to complete the remaining fields if one of the 
spreadsheets is selected. The remaining fields are no longer displayed if 
you select one of the spreadsheets. 

After making your selection, select Done or Reset as applicable. 

ALC Defaults to All. 

Select this field to select the applicable ALC (Agency Location Code).  
After making your selection, select Done, Cancel, or Reset as 
applicable. 

Bills Dated Defaults to All. 

Select this field to select the date(s) for the bill(s) on the report. After 
making your selection, select Done, Cancel, or Reset as applicable. 

Document Reference 
Number 

Defaults to All.  

Select this field to select the applicable document reference number(s) 
for the report. After making your selection, select Done, Cancel, or 
Reset as applicable. 

Pay Register Date Select this field to select the applicable pay register date. After making 
your selection, select Done, Cancel, or Reset as applicable. 

Sort By Defaults to Bill Date.  

Select this field to select the applicable sort options. Valid values are 

ALC, Bill Date, and Document Reference Number. After 

making your selection, select Done, Cancel, or Reset as applicable. 



 
Publications Category: Reporting 

Reporting Center 
 

 
 
 

34 
 

 

After running the OPAC/IPAC Tracking and Reconciliation (OTRS/IPAC) Report, the 

Aged Report of Unprocessed OPAC Bills (with criteria) is displayed. 

 
 

E&L Statement Metrics 

The Earning and Leave Statement Metrics report contains the number of earnings statements 

submitted by Department, Agency, and Pay Period. Data for this report is obtained from energy 

files and is updated monthly. 
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To complete an Earning and Leave Statement Metrics report: 

1. Select E&L Statement Metrics on the Administrative Reports menu. The E&L Statement 

Metrics report search fields are displayed. 

 

Figure 6: Earning and Leave Statement Metrics 

2. Complete the fields as follows: 

Field Description/Instruction 

Department Select this field to select the applicable Department.  

After making your selection, select Done, Cancel, or Reset as 
applicable. 

Agency Defaults to All. 

Select this field to select the applicable Agency. 

Multiple or block selections are available in this field. 

Year Defaults to All. 

Select this field to select the applicable year to be displayed on the 
report. 

After making your selection, select Done, Cancel, or Reset as 
applicable. 

After running the Earning and Leave Statement Metrics report, the Earning and Leave 

Statement Metrics report (with criteria) is displayed. 

 

Figure 7: Earning and Leave Statement Metrics report (with criteria) 
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Energy Data Download 

The Energy Data Download report contains energy data on all feeder systems currently logged 

into NFC. Data for this report is obtained from NFC’s Energy database and is updated monthly. 

The Energy database contains data from the Utilities System, Miscellaneous Payments System 

(MISC), Purchase Order System (PRCH), and FFIS/FMMI. 

To run an Energy Data Download report: 

1. Select Energy Data Download from the Administrative Reports menu. The Energy Data 

Download report search fields are displayed. 

 

Figure 8: Energy Data Download Report 

2. Complete the fields as follows: 

Field Description/Instruction 

Agency Defaults to All.  

Select this field to select the applicable Agency for the report. Both the 
two-digit Agency and the literal code are displayed in this field. If a single 

Agency other than 30-Food and Nutrition Service, 

37-Food and Safety Inspection Service, or CE-FSA 

County Office Committee is selected, additional fields are 

generated. If multiple Agencies are selected, additional fields are not 
generated. 

Multiple or block selections are available in this field. 

As each Agency is selected, different fields are displayed. These fields 
are specific to the selected Agency. 

After making your selection, select Done, Cancel, or Reset as 
applicable. 

Account Number Defaults to All. 

Select this field to select the applicable account number. Valid values 
available are determined by selections made in previous fields. 

Multiple or block selections are available in this field. After making your 
selection, select Done, Cancel, or Reset as applicable. 
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Field Description/Instruction 

Service Location Defaults to All. 

Select this field to select the applicable service location name. Valid 
values available are determined by selections made in previous fields. 

Multiple or block selections are available in this field. After making your 
selection, select Done, Cancel, or Reset as applicable. 

Geographic Location 
Code 

Defaults to All.  

Select this field to select the applicable geographic location code. Valid 
values available are determined by selections made in previous fields. 

Multiple or block selections are available in this field. After making your 
selection, select Done, Cancel, or Reset as applicable. 

Service Date Defaults to All.  

Select this field to select the applicable service date (range of dates). 
Valid values available are determined by selections made in previous 
fields. 

Multiple or block selections are available in this field; however, if 
conflicting dates are selected, the report will not be generated. After 
making your selection, select Done, Cancel, or Reset as applicable. 

Govt. Owned/Leased Defaults to All.  

Select this field to indicate whether the building is owned by the 

Government or leased. Valid values are G (owned) and L (leased). 

Multiple or block selections are available in this field. After making your 
selection, select Done, Cancel, or Reset as applicable. 

Vendor Defaults to All.  

Select this field to select the applicable vendor (utility company). Valid 
values available are determined by selections made in previous fields. 

Multiple or block selections are available in this field. After making your 
selection, select Done, Cancel, or Reset as applicable. 

Feeder System Acronym Defaults to All. 

Select this field to select the applicable four-position Feeder System 
acronym for applicable NFC application. Valid values available are 
determined by selections made in previous fields. 

Multiple or block selections are available in this field. After making your 
selection, select Done, Cancel, or Reset as applicable. 

Energy Type Defaults to All. 

Select this field to select the applicable energy type. Valid values 
available are determined by selections made in previous fields. 

Multiple or block selections are available in this field. After making your 
selection, select Done, Cancel, or Reset as applicable. 
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After running the Energy Data Download report, the USDA Energy Data File report 

(with criteria) is displayed. 

 
 

Energy Detail 

The Energy Detail report contains energy data concerning feeder systems currently logged into 

NFC. Data for this report is obtained from NFC’s Energy database and is updated monthly. The 

Energy database contains data from the Utilities System, MISC, PRCH, and FFIS/FMMI. 

To run an Energy Detail report: 

1. Select Energy Detail on the Administrative Reports menu. The Energy Detail report search 

fields are displayed: 

 

Figure 9: Energy Detail Report 

2. Complete the fields as follows: 

Field Description/Instruction 

Agency Defaults to All.  

Select this field to select the applicable Agency for the report. Both the 
two-digit Agency and the literal code are displayed in this field. If a single 

Agency other than 30-Food and Nutrition Service, 

37-Food and Safety Inspection Service, or CE-FSA 

County Office Committee is selected, additional fields are 

generated. If multiple Agencies are selected, additional fields are not 
generated. 

Multiple or block selections are available in this field. 

As each Agency is selected, different fields are displayed. These fields 
are specific to the selected Agency. 

After making your selection, select Done, Cancel, or Reset as 
applicable. 
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Field Description/Instruction 

Account Number Defaults to All. 

Select this field to select the applicable account number. Valid values 
available are determined by selections made in previous fields. 

Multiple or block selections are available in this field.  

After making your selection, select Done, Cancel, or Reset as 
applicable. 

Service Location Name Defaults to All. 

Select this field to select the applicable service location name. Valid 
values available are determined by selections made in previous fields. 

Multiple or block selections are available in this field.  

After making your selection, select Done, Cancel, or Reset as 
applicable. 

Geographic Location 
Code 

Defaults to All.  

Select this field to select the applicable geographic location code. Valid 
values available are determined by selections made in previous fields. 

Multiple or block selections are available in this field.  

After making your selection, select Done, Cancel, or Reset as 
applicable. 

Service Date Defaults to All. 

Select this field to select the applicable service date (range of dates). 
Valid values available are determined by selections made in previous 
fields. 

Multiple or block selections are available in this field; however, if 
conflicting dates are selected, the report will not be generated.  

After making your selection, select Done, Cancel, or Reset as 
applicable. 

Govt. Owned/Leased Defaults to All.  

Select this field to indicate whether the building is owned by the 

Government or leased. Valid values are G (owned) and L (leased). 

Multiple or block selections are available in this field.  

After making your selection, select Done, Cancel, or Reset as 
applicable. 

Vendor Defaults to All.  

Select this field to select the applicable vendor (utility company). Values 
values available are determined by selections made in previous fields. 

Multiple or block selections are available in this field.  

After making your selection, select Done, Cancel, or Reset as 
applicable. 
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Field Description/Instruction 

Feeder System Acronym Defaults to All.  

Select this field to select the applicable four-position Feeder System 
acronym for applicable NFC application. Valid values available are 
determined by selections made in previous fields. 

Multiple or block selections are available in this field.  

After making your selection, select Done, Cancel, or Reset as 
applicable. 

Energy Type Defaults to All.  

Select this field to select the applicable energy type. Valid values 
available are determined by selections made in previous fields. 

Multiple or block selections are available in this field.  

After making your selection, select Done, Cancel, or Reset as 
applicable. 

Sort By Select this field to select the applicable sort option for the report.  

After making your selection, select Done, Cancel, or Reset as 
applicable. 
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After running the Energy Detail report, the USDA Energy Detail report (with criteria) is 

displayed. 

 
 

Energy Summary 

The Energy Summary report contains energy data on all feeder systems currently logged into 

NFC. Data for this report is obtained from NFC’s Energy database and is updated monthly. The 

Energy database contains data from the Utilities System, MISC, PRCH, and FFIS/FMMI. 
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To run an Energy Summary report: 

1. Select Energy Summary on the Administrative Reports menu. The Energy Summary report 

search fields are displayed. 

 

Figure 10: Energy Summary Report 

2. Complete the fields as follows: 

Field Description/Instruction 

Agency Defaults to All.  

Select this field to select the applicable Agency for the report. Both the 
two-digit Agency and the literal code are displayed in this field. If a single 

Agency other than 30-Food and Nutrition Service, 

37-Food and Safety Inspection Service, or CE-FSA 

County Office Committee is selected, additional fields are 

generated. If multiple Agencies are selected, additional fields are not 
generated. 

Multiple or block selections are available in this field. 

As each Agency is selected, different fields are displayed. These fields 
are specific to the selected Agency. 

After making your selection, select Done, Cancel, or Reset as 
applicable. 

Account Number Defaults to All.  

Select this field to select the applicable account number. Valid values 
available are determined by selections made in previous fields. 

Multiple or block selections are available in this field.  

After making your selection, select Done, Cancel, or Reset as 
applicable. 

Service Location Name Defaults to All.  

Select this field to select the applicable service location name. Valid 
values available are determined by selections made in previous fields. 

Multiple or block selections are available in this field.  

After making your selection, select Done, Cancel, or Reset as 
applicable. 
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Field Description/Instruction 

Geographic Location 
Code 

Defaults to All.  

Select this field to select the applicable geographic location code. Valid 
values available are determined by selections made in previous fields. 

Multiple or block selections are available in this field.  

After making your selection, select Done, Cancel, or Reset as 
applicable. 

Service Date Defaults to All.  

Select this field to select the applicable service date (range of dates). 
Valid values available are determined by selections made in previous 
fields. 

Multiple or block selections are available in this field; however, if 
conflicting dates are selected, the report will not be generated.  

After making your selection, select Done, Cancel, or Reset as 
applicable. 

Govt. Owned/Leased Defaults to All.  

Select this field to indicate whether the building is owned by the 

Government or leased. Valid values are G (owned) and L (leased). 

Multiple or block selections are available in this field.  

After making your selection, select Done, Cancel, or Reset as 
applicable. 

Vendor Defaults to All.  

Select this field to select the applicable vendor (utility company). Valid 
values available are determined by selections made in previous fields. 

Multiple or block selections are available in this field.  

After making your selection, select Done, Cancel, or Reset as 
applicable. 

Feeder System Acronym Defaults to All.  

Select this field to select the applicable four-position Feeder System 
acronym for applicable NFC application. Valid values available are 
determined by selections made in previous fields. 

Multiple or block selections are available in this field.  

After making your selection, select Done, Cancel, or Reset as 
applicable. 

Summarize By Select this field to select the sort options. Multiple or block selections are 
not available for this field. If multiple Agencies were selected in the 
Agency field, you can sort by Agency. If a single Agency was selected in 
the Agency field, you can sort by accounting class. 
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After running the Energy Summary report, the USDA Energy Summery report (with 

criteria) is displayed. 

 

Figure 11: USDA Energy Summary Report (with criteria) 

  

 

GESD Request Tracking Report 

The GESD Requesting Tracking report contains information regarding projects of the 

Government Employees Services Division (GESD) at NFC. 

To run a GESD Request Tracking report: 

1. Select GESD Request Tracking Report on the Administrative Reports menu. The GESD 

Request Tracking report search fields are displayed. 

 

Figure 12: GESD Request Tracking Report 

2. Complete the fields as follows: 

Field Description/Instruction 
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Field Description/Instruction 

Department Select this field to select the applicable Department.  

After making your selection, select Done, Cancel, or Reset as 

applicable. 

Agency Defaults to All. 

Select this field to select the applicable Agency. 

Multiple or block selections are available in this field. 

GESD Tracking Number Select this field to select the applicable five-digit tracking number.  

After making your selection, select Done, Cancel, or Reset as 
applicable. 

Reimbursable Agreement 
Number 

Select this field to select the applicable reimbursable agreement 
number.  

After making your selection, select Done, Cancel, or Reset as 
applicable. 

Date of Request Select this field to select the applicable date of the request.  

After making your selection, select Done, Cancel, or Reset as 
applicable. 

Subject Select this field to select the applicable subject matter in relation to the 
request.  

After making your selection, select Done, Cancel, or Reset as 
applicable. 

Control Number Select this field to select the applicable control number.  

After making your selection, select Done, Cancel, or Reset as 
applicable. 

Estimated Pay Period 
Implementation 

Select this field to select the applicable pay period of implementation or 
the applicable code (i.e., the request is on hold). 

After making your selection, select Done, Cancel, or Reset as 
applicable. 

Status Defaults to Open. 

Select this field to select the applicable status of the request. Valid 

values are Closed, Deleted, and Open. 

After making your selection, select Done, Cancel, or Reset as 
applicable. 
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Field Description/Instruction 

Sort By Defaults to GESD Tracking Number. 

Select this field to select the applicable sort option. Valid values are 

Agency, GESD Tracking Number, Reimbursable 

Agreement Number, Date of Request, Control Number, 

Estimated Pay Period Implementation, and Status.  

After making your selection, select Done, Cancel, or Reset as 

applicable. 

After running the GESD Request Tracking report, the GESD Request Tracking Report 

(with criteria) is displayed. 

 

Figure 13: GESD Request Tracking Report (with criteria) 

  

 

Leave Error Report 

The Leave Error report contains leave error data used by timekeepers when working with T&A 

and leave audits. Data for this report is obtained from the Payroll/Personnel System (PPS) 

database and is updated biweekly. 

To run a Leave Error report: 

1. Select Leave Error on the Administrative Reports menu. The Leave Error report search 

fields are displayed. 

 

Figure 14: Leave Error Report 

2. Complete the fields as follows: 
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Field Description/Instruction 

Contact Point with Errors Select this field to select the applicable contact point.  

After making your selection, select Done, Cancel, or Reset as 

applicable. 

Sort Order Defaults to Contact Point, Last Name. 

Select this field to select the applicable sort option. Select the down 
arrow to display the various sort options. Each level has two parts. The 
first part is the literal sort, and the second part is whether or not you 
want to sort in ascending or descending order. 

After making your selection, select Done, Cancel, or Reset as 
applicable. 

After running the Leave Error report, the Leave Error Report (with criteria) is displayed. 

 

Figure 15: Leave Error Report (with criteria) 
 

Outstanding Travel Advances (3731) 

The Outstanding Travel Advances (3731) report contains information on employees with 

outstanding travel advances. This information is summarized by either Agency or originating 

office. Data for this report is obtained from the Travel System. 
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To run an Outstanding Travel Advances (3731) report: 

1. Select Outstanding Travel Advances (3731) on the Administrative Reports menu. The 

Outstanding Travel Advances (3731) report search fields are displayed. 

 

Figure 16: Outstanding Travel Advances (Report 3731) Report 

2. Complete the fields as follows: 

Field Description/Instruction 

Organizational Structure Select this field to indicate the organization to be displayed on the report. 
The default for this field is based upon your security access. After 
making your selection, select Done, Cancel, or Next as applicable. If 
you select Next, additional organizational information is displayed. You 
can continue to make selections and select Next to further customize 
your selection. There are nine levels of organizational information 
available on this field when you select Next. Multiple or block selections 
are not allowed when you select Next. If you wish to return to the 
previous (higher organizational level), select Previous. Your security 
access determines how many levels you are able to access.  

After making your final selection, select Done. 

Personnel Office 
Identifier 

Select this field to indicate the personnel office identifier (POI) to be 
displayed on the report. POIs are listed numerically on this field. The 
four-digit POI and the name of the personnel office are both displayed 
on the report.  

After making your selection, select Done, Cancel, or Reset as 
applicable. 

Originating Office Select this field to select the applicable originating office.  

After making your selection, select Done, Cancel, or Reset as 
applicable. 

Last Travel Date Select this field to select the employee’s last travel date. This is the date 

on the travel voucher. You can either select a date or select Blank.  

After making your selection, select Done, Cancel, or Reset as 
applicable. 



Publications Category: Reporting 
 Reporting Center 

 

 
 

49 
 

 

Field Description/Instruction 

Employee Status Select this field to select the employee’s status. Valid values are * (all), 

Non Pay, Payroll, and Seprted.  

After making your selection, select Done, Cancel, or Reset as 
applicable. 

Advance Date Select this field to select the date of the applicable advance. You can 

either select a date or select Blank.  

After making your selection, select Done, Cancel, or Reset as 
applicable. 

Repayment Date Select this field to select a repayment date. You can either select a date 

or select Blank.  

After making your selection, select Done, Cancel, or Reset as 
applicable. 

Advance Notice Date Select this field to select the advance notice date. You can either select 

a date or select Blank.  

After making your selection, select Done, Cancel, or Reset as 
applicable. 

Sort Order Defaults to Org.  

Select this field to indicate the sort order options to be displayed on the 
report. You can select six levels of sort options. Select the down arrow to 
display the various sort options. Each level has two parts. The first part 
is the literal sort, and the second part is whether or not you want to sort 
in ascending or descending order.  

After making your selection, select Done, Cancel, or Reset as 
applicable. 

After running the Outstanding Travel Advances (Report 3731) report, the List of Travel 

Advance Accounts With Outstanding Balances report (with criteria) is displayed. 
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T&A Error Analysis 

The Error Analysis by Contact Point (CULP0053) report provides a list of employees with T&A 

errors corrected during the pay period. This report is updated after the Time and Attendance 

Validation System (TIME) has executed. 

To run a T&A Error Analysis report: 

1. Select T&A Error Analysis from the Administrative Reports menu. The T&A Error 

Analysis search fields are displayed. 

 

Figure 17: Error Analysis by Contact Point (CULP0053) Report 

2. Complete the fields as follows: 

Field Description/Instruction 

Contact Points with 
Errors 

Select this field to select the applicable contact point.  

After making your selection, select Done, Cancel, or Reset as 
applicable. 

Sort Order Defaults to Contact Point, Last Name, First Name, Mid 

Init. 

Select this field to select the applicable sort option. Select the down 
arrow to display the various sort options. Each level has two parts. The 
first part is the literal sort, and the second part is whether or not you 
want to sort in ascending or descending order. 

After making your selection, select Done, Cancel, or Reset as 
applicable. 

After running the Error Analysis by Contact Point (CULP0053) report, the Error Analysis 

by Contact Point (CULP0053) report (with criteria) is displayed. 

 

Figure 18: Error Analysis by Contact Point (CULP0053) Report (with criteria) 
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T&A Missing Personnel Actions 

The T&As Missing Personnel Actions (CULPP0099) report provides a list of T&As with 

missing personnel actions that require an action to be taken by the employee's personnel office. 

This must be done before the T&A can be processed. This report is updated after TIME has been 

executed. 

To run a T&A Missing Personnel Actions report: 

1. Select T&A Missing Personnel Actions from the Administrative Reports menu. The T&A 

Missing Personnel Actions report search fields are displayed. 

 

Figure 19: T&As Missing Personnel Actions (CULPP0099) Report 

2. Complete the fields as follows: 

Field Description/Instruction 

Contact Points with 
missing Personnel 
Actions: 

Select this field to select the applicable contact point.  

After making your selection, select Done, Cancel, or Reset as 
applicable. 

Sort Order: Defaults to Contact Point, Last Name, First Name, Mid 

Init. 

Select this field to select the applicable sort option. Select the down 
arrow to display the various sort options. Each level has two parts. The 
first part is the literal sort, and the second part is whether or not you 
want to sort in ascending or descending order. 

After making your selection, select Done, Cancel, or Reset as 
applicable. 

After running the T&As Missing Personnel Actions (CULPP0099) report, the Error 

Analysis for T&A Processing (CULP0099) Missing Personnel Actions report (with 

criteria) is displayed. 
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T&A Reject Report 

The T&A Reject report displays the number of T&As, valid T&As, rejected T&As, and the 

percentage of T&As that are rejected by Department, Agency, and Pay Period. Data for this 

report is obtained from the energy files and is updated monthly. 

To run a T&A Reject report: 

1. Select T&A Reject Report on the Administrative Reports menu. The T&A Reject report 

search fields are displayed. 

 

Figure 20: T&A Reject Report 

2. Complete the fields as follows: 

Field Description/Instruction 

Department: Select this field to select the applicable Department to be displayed on 
the report.  

After completing your selection, select Done, Reset, or Cancel as 
applicable. 

Agency Defaults to All. 

Select this field to select the applicable Agency to be displayed on the 
report. 

Multiple or block selections are available in this field.  

After making your selection, select Done, Cancel, or Reset as 
applicable. 

Year Defaults to All. 

Select this field to select the applicable year to be displayed on the 
report. 

After making your selection, select Done, Cancel, or Reset as 
applicable. 
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After running the T&A Reject report, the T&A Reject Report (with criteria) is displayed. 

 

Figure 21: T&A Reject Report (with criteria) 
 

T&A YTD Reject Report 

The T&A Reject Year To Date report displays the number of T&As, valid T&As, rejected 

T&As, and the percentage of T&As that are rejected from start of the year to the pay period 

specified by Department, Agency, and Pay Period. Data for this report is obtained from energy 

files and is updated monthly. 

To run a T&A YTD Reject report: 

1. Select T&A YTD Reject Report on the Administrative Reports menu. The T&A YTD Reject 

report search fields are displayed. 

 

Figure 22: T&A Reject Year To Date Report 

2. Complete the fields as follows: 

Field Description/Instruction 

Department: Select this field to select the applicable Department to be displayed on 
the report.  

After completing your selection, select Done, Reset, or Cancel as 
applicable. 

Agency Defaults to All. 

Select this field to select the applicable Agency to be displayed on the 
report. 

Multiple or block selections are available in this field.  

After making your selection, select Done, Cancel, or Reset as 
applicable. 
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Field Description/Instruction 

Year Defaults to All. 

Select this field to select the applicable year to be displayed on the 
report. 

After making your selection, select Done, Cancel, or Reset as 
applicable. 

After running the T&A Reject Year To Date Report, the YTD T&A Reject Report (with 

criteria) is displayed. 

 

Figure 23: YTD T&A Reject Report (with criteria) 
 

T&As Not Received by NFC 

The T&As Not Received by NFC (CULP0013) report provides a list of T&As not received by 

NFC for the current pay period being processed. Agencies should run this report Tuesday, 

Wednesday, Thursday, and Friday mornings after all T&As have been transmitted to NFC. This 

report is updated after TIME has been executed. 

To run a T&As Not Received by NFC report: 

1. Select T&As Not Received by NFC Report from the Administrative Reports menu. The 

T&As Not Received by NFC report search fields are displayed. 

 

Figure 24: T&As Not Received by NFC (CULP0013) Report 

2. Complete the fields as follows: 

Field Description/Instruction 

Contact Points not 
received by NFC 

Select this field to select the applicable contact point.  

After making your selection, select Done, Cancel, or Reset as 
applicable. 
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Field Description/Instruction 

Sort Order Defaults to Contact Point, Last Name. 

Select this field to indicate the sort order options to be displayed on the 
report. You can select four levels of sort options. Select the down arrow 
to display the various sort options. Each level has two parts. The first 
part is the literal sort, and the second part is whether or not you want to 
sort in ascending or descending order.  

After making your selection, select Done, Cancel, or Reset as 
applicable.  

After running the T&As Not Received by NFC (CULP0013) report, the T&As Not 

Received by NFC (CULP0013) report (with criteria) is displayed. 

 

Figure 25: T&As Not Received by NFC (CULP0013) Report (with criteria) 
 

Telephone Download 

The Telephone Data Download report provides a download of all telephone data currently in the 

NFC database. Data for this report is obtained from the Telephone Vendors System and is 

updated weekly. 
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To run a Telephone Download report: 

1. Select Telephone Download from the Administrative Reports menu. The Telephone 

Download report search fields are displayed. 

 

Figure 26: Telephone Data Download Report 

2. Complete the fields as follows: 

Field Description/Instruction 

Agency Defaults to All. 

Select this field to select the applicable Agency to be displayed on the 
report. 

Multiple or block selections are available in this field.  

After making your selection, select Done, Cancel, or Reset as 
applicable. 

Account Number Defaults to All.  

Select this field to select the applicable account number to be displayed 
on the report. 

Multiple or block selections are available in this field. 

After making your selection, select Done, Cancel, or Reset as 
applicable. 

Account Status Defaults to All.  

Select this field to select the applicable account status to be displayed 
on the report. Valid values available are determined by selections made 
in previous field(s). 

Multiple or block selections are available in this field.  

After making your selection, select Done, Cancel, or Reset as 
applicable. 
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Field Description/Instruction 

T&A Contact Point Defaults to All.  

Select this field to select the applicable T&A contact point to be 
displayed on the report. All of the T&A contact point information is 
displayed on the report. 

Multiple or block selections are available in this field.  

After making your selection, select Done, Cancel, or Reset as 
applicable. 

T&A Contact Name Defaults to All.  

Select this field to select the applicable name of the T&A contact point. 
Valid values for this field are determined by the selection(s) made in the 
T&A Contact Point field. If the T&A Contact Point selection is changed, 
the selection in the field will be removed, if applicable. 

Multiple or block selections are available in this field.  

After making your selection, select Done, Cancel, or Reset as 
applicable. 

T&A Contact (City) Defaults to All. 

Select this field to select the applicable city for the T&A Contact Point. 
Valid values for this field are determined by the selection(s) made in the 
T&A Contact Point field. If the T&A Contact Point selection is changed, 
the selection in this field will be removed, if applicable. 

Multiple or block selections are available in this field.  

After making your selection, select Done, Cancel, or Reset as 
applicable. 

T&A Contact (State) Defaults to All.  

Select this field to select the applicable State for the T&A Contact Point. 
Valid values for this field are determined by the selection(s) made in the 
T&A Contact Point field. If the T&A Contact Point selection is changed, 
the selection in this field will be removed, if applicable. 

Multiple or block selections are available in this field.  

After making your selection, select Done, Cancel, or Reset as 
applicable. 

Service Location Defaults to All.  

Select this field to select the applicable service location for the T&A 
Contact Point. Valid values for this field are determined by the 
selection(s) made in the T&A Contact Point field. If the T&A Contact 
Point selection is changed, the selection in this field will be removed, if 
applicable. 

Multiple or block selections are available in this field.  

After making your selection, select Done, Cancel, or Reset as 
applicable. 
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Field Description/Instruction 

Service Location (City) Defaults to All.  

Select this field to select the applicable service location city for the T&A 
Contact Point. Valid values for this field are determined by the 
selection(s) made in the T&A Contact Point field. If the T&A Contact 
Point selection is changed, the selection in this field will be removed if 
applicable. 

Multiple or block selections are available in this field.  

After making your selection, select Done, Cancel, or Reset as 
applicable. 

Service Location (State) Defaults to All.  

Select this field to select the applicable service location State for the 
T&A Contact Point. Valid values for this field are determined by the 
selection(s) made in the T&A Contact Point field. If the T&A Contact 
Point selection is changed, the selection in this field will be removed if 
applicable. 

Multiple or block selections are available in this field.  

After making your selection, select Done, Cancel, or Reset as 
applicable. 

Vendor Number Defaults to All.  

Select this field to select the applicable vendor number for the T&A 
Contact Point. Valid values for this field are determined by selections 
made in previous fields. 

Multiple or block selections are available in this field.  

After making your selection, select Done, Cancel, or Reset as 
applicable. 

Vendor Name Defaults to All.  

Select this field to select the applicable vendor name for the T&A 
Contact Point. Valid values for this field are determined by selections 
made in previous fields. 

Multiple or block selections are available in this field.  

After making your selection, select Done, Cancel, or Reset as 
applicable. 

Vendor (City) Defaults to All.  

Select this field to select the applicable vendor city for the T&A Contact 
Point. Valid values for this field are determined by selections made in 
previous fields. 

Multiple or block selections are available in this field.  

After making your selection, select Done, Cancel, or Reset as 
applicable. 
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Field Description/Instruction 

Vendor (State) Defaults to All.  

Select this field to select the applicable vendor State for the T&A Contact 
Point. Valid values for this field are determined by selections made in 
previous fields. 

Multiple or block selections are available in this field.  

After making your selection, select Done, Cancel, or Reset as 
applicable. 

Type Service Defaults to All.  

Select this field to select the applicable service type for the T&A Contact 
Point. Valid values for this field are determined by selections made in 
previous fields. 

Multiple or block selections are available in this field.  

After making your selection, select Done, Cancel, or Reset as 
applicable. 

Billing Cycle Defaults to All.  

Select this field to select the applicable billing cycle for the service. Valid 
values for this field are determined by selections made in previous fields. 

Multiple or block selections are available in this field.  

After making your selection, select Done, Cancel, or Reset as 
applicable. 

After running the Telephone Data Download report, the Telephone Data Download report 

(with criteria) is displayed. 

 

  
 

Telephone Over the Max Limit Report 

The Telephone Over the Max Limit report contains data regarding telephone accounts that have 

exceeded their service or toll limits. 
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To run a Telephone Over the Max Limit report 

1. Select Telephone Over the Max Limit Report on the Administrative Reports menu. The 

Telephone Over the Max Limit report search fields are displayed. 

 

Figure 27: Telephone Over the Max Limit Report 

2. Complete the fields as follows: 

Field Description/Instruction 

Agency Select this field to select the applicable Agency to be displayed on the 
report.  

After making your selection, select Done, Cancel, or Reset as 
applicable. 

Account Number Select this field to select the applicable account number to be displayed 
on the report. Valid values available for this field are determined by the 
selection made in the Agency field.  

After making your selection, select Done, Cancel, or Reset as 
applicable. 

T&A Contact Point Select this field to select the applicable T&A contact point to be 
displayed on the report. Valid values available for this field are 
determined by the selection made in the Agency field.  

After making your selection, select Done, Cancel, or Reset as 
applicable. 

Vendor Name Select this field to select the applicable vendor name to be displayed on 
the report. Valid values available for this field are determined by the 
selection made in the Agency field.  

After making your selection, select Done, Cancel, or Reset as 
applicable. 

Type Service Select this field to select the applicable service type to be displayed on 
the report. Valid values available for this field are determined by the 
selection made in the Agency field.  

After making your selection, select Done, Cancel, or Reset as 
applicable. 

Date Processed Select this field to select the applicable processing date.  

After making your selection, select Done, Cancel, or Reset as 
applicable. 
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Field Description/Instruction 

Sort By Defaults to Date Processed. 

Select this field to select the applicable sort option to be displayed on the 
report. 

After making your selection, select Done, Cancel, or Reset as 
applicable. 

After running the Telephone Over the Max Limit Report, the Telephone Over the Max - 

Limit Report (with criteria) is displayed. 

 
 

Utilities (UTVN) Download 

The Utilities (UTVN) Data Download report contains all UTVN data currently loaded in the 

Reporting Center. Data for this report is obtained from UTVN and is updated nightly. 
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To run a Utilities (UTVN) Data Download report: 

1. Select Utilities (UTVN) Download on the Administrative Reports menu. The Utilities 

(UTVN) Data Download report search fields are displayed. 

 

Figure 28: Utilites (UTVN) Data Download Report 

2. Complete the fields as follows: 

Field Description/Instruction 

Agency Select this field to select the applicable Agency to be displayed on the 
report.  

After making your selection, select Done, Cancel, or Reset as 
applicable. 

Account Number Select this field to select the applicable account number to be displayed 
on the report. Valid values for this field are determined by the selection 
made in the Agency field.  

After making your selection, select Done, Cancel, or Reset as 
applicable. 

T&A Contact Point Select this field to select the applicable T&A Contact Point to be 
displayed on the report. Valid values for this field are determined by the 
selection made in the Agency field.  

After making your selection, select Done, Cancel, or Reset as 
applicable. 

T&A Contact Name Select this field to select the applicable T&A Contact Name to be 
displayed on the report. Valid values for this field are determined by the 
selection made in the Agency field.  

After making your selection, select Done, Cancel, or Reset as 
applicable. 
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Field Description/Instruction 

T&A Contact (City) Select this field to select the applicable city to be displayed on the report. 
Valid values for this field are determined by the selection made in the 
Agency field.  

After making your selection, select Done, Cancel, or Reset as 
applicable. 

T&A Contact (State) Select this field to select the applicable State to be displayed on the 
report. Valid values for this field are determined by the selection made in 
the Agency field.  

After making your selection, select Done, Cancel, or Reset as 
applicable. 

Service Location Defaults to All.  

Select this field to select the applicable service location for the T&A 
Contact Point. Valid values for this field are determined by the 
selection(s) made in the T&A Contact Point field. If the T&A Contact 
Point selection is changed, the selection in this field will be removed, if 
applicable. 

Multiple or block selections are available in this field.  

After making your selection, select Done, Cancel, or Reset as 
applicable. 

Service Location (City) Defaults to All.  

Select this field to select the applicable service location city for the T&A 
Contact Point. Valid values for this field are determined by the 
selection(s) made in the T&A Contact Point field. If the T&A Contact 
Point selection is changed, the selection in this field will be removed, if 
applicable. 

Multiple or block selections are available in this field.  

After making your selection, select Done, Cancel, or Reset as 
applicable. 

Service Location (State) Defaults to All.  

Select this field to select the applicable service location State for the 
T&A Contact Point. Valid values for this field are determined by the 
selection(s) made in the T&A Contact Point field. If the T&A Contact 
Point selection is changed, the selection in this field will be removed, if 
applicable. 

Multiple or block selections are available in this field.  

After making your selection, select Done, Cancel, or Reset as 
applicable. 

Vendor Number Select this field to select the applicable vendor number to be displayed 
on the report. Valid values for this field are determined by the selection 
made in the Agency field.  

After making your selection, select Done, Cancel, or Reset as 
applicable. 
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Field Description/Instruction 

Vendor Name Select this field to select the applicable vendor name (utility company) to 
be displayed on the report. Valid values for this field are determined by 
the selection made in the Agency field.  

After making your selection, select Done, Cancel, or Reset as 
applicable. 

Vendor (City) Select this field to select the applicable city for the vendor to be 
displayed on the report. Valid values for this field are determined by the 
selection made in the Vendor Name field.  

After making your selection, select Done, Cancel, or Reset as 
applicable. 

Vendor (State) Select this field to select the applicable State for the vendor to be 
displayed on the report. Valid values for this field are determined by the 
selection made in the Vendor Name field.  

After making your selection, select Done, Cancel, or Reset as 
applicable. 

After running the Utilities (UTVN) Data Download report, the Utilities (UTVN) Data 

Download report (with criteria) is displayed. 

 
 

W-2 Processing Metrics 

The W-2 Processing Metrics report displays the number of Wage and Tax Statements (W-2) 

processed by Department and Agency. Data for this report is obtained from NFC's Energy 

database and is updated monthly. 

To run a W-2 Processing Metrics report: 

1. Select W-2 Processing Metrics on the Administrative Reports menu. The W-2 Processing 

Metrics report search fields are displayed. 

 

Figure 29: W-2 Processing Metrics Report 

2. Complete the fields as follows: 

Field Description/Instruction 
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Field Description/Instruction 

Department Select this field to select the applicable Department to be displayed on 
the report.  

After completing your selection, select Done, Reset, or Cancel as 
applicable. 

Agency Defaults to All. 

Select this field to select the applicable Agency to be displayed on the 
report. 

Multiple or block selections are available in this field.  

After making your selection, select Done, Cancel, or Reset as 
applicable. 

Year Defaults to All. 

Select this field to select the applicable year to be displayed on the 
report. 

After making your selection, select Done, Cancel, or Reset as 
applicable. 

After running the W-2 Processing Metrics report, the W-2 Processing Metrics report 

(with criteria) is displayed. 

 

Figure 30: W-2 Processing Metrics Report (with criteria) 

 





Publications Category: Reporting 
 Reporting Center 

 

 
 

67 
 

 

Financial Reports 

This report category contains various reports that reflect financial data. 

This section includes the following topics: 

1095-C Statement ....................................................................................................... 67 

FSDW Abnormal Balance by Fund ........................................................................... 69 

FSDW Abnormal Balance by Treas Sym ................................................................. 71 

FSDW Adjustments Report ....................................................................................... 73 

FSDW BR and SF 133 Comparison .......................................................................... 75 

FSDW Consolidated Financial Statements .............................................................. 77 

FSDW Consolidating Financial Statements ............................................................ 79 

FSDW Crosswalk Trial Balance ................................................................................ 81 

FSDW Eliminations Report ....................................................................................... 84 

FSDW FMS 2108......................................................................................................... 86 

FSDW Financial Statement Consistency Report..................................................... 87 

FSDW GL Account Trial Balance .............................................................................. 89 

FSDW Preliminary Financial Statements ................................................................. 91 

FSDW SF 133.............................................................................................................. 93 

FSDW Trial Balance ................................................................................................... 95 

FSDW Trial Balance by Treasury Symbol ................................................................ 97 

Personal Benefits Statement .................................................................................... 99 

SF 2812 Reports....................................................................................................... 102 

SF 224 Abstract of Trans (SCAP5D) ....................................................................... 103 

Statement of Earnings and Leave .......................................................................... 105 

W2 Wage and Tax Statement .................................................................................. 108 

 
 

1095-C Statement 

The Employer-Provided Health Insurance Offer and Coverage report includes information about 

the health insurance coverage offered by an employer. Running this report allows personnel 

offices to print a 1095-C for a selected year. 
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To run an Employer-Provided Health Insurance Offer and Coverage report: 

1. Select Employer-Provided Health Insurance Offer and Coverage on the Financial Reports 

menu. The Employer-Provided Health Insurance Offer and Coverage report search fields 

are displayed. 

 

Figure 31: 1095-C Statements Report 

2. Complete the fields as follows: 

Field Description/Instruction 

Employee Social Security 
Number 

Select this field to type the employee’s SSN. 

After typing the SSN, select the Done button. 

Active Employee Search 
by Last Name 

Select this field to type the employee’s last name. After typing the last 
name, select the Done button. 

After selecting the Done button, the Year field is displayed. 

After completing the Employee Social Security Number field, the Employer-Provided 

Health Insurance Offer and Coverage report (with the Year field) is displayed. 

 

Figure 32: 1095-C Statements Report (with Year field) 

3. Complete the field as follows: 

Field Description/Instruction 

Year Generated after selecting the Done button on the Employee Social 
Security Number field or the Active Employee Search by Last Name 
field. Select this field to select the applicable year for the 
Employer-Provided Health Insurance Offer and Coverage to be 
displayed.  
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After running the Employer-Provided Health Insurance Offer and Coverage report, the 

employee’s Employer-Provided Health Insurance Offer and Coverage (with criteria) is 

displayed. 

 
 

FSDW Abnormal Balance by Fund 

The FSDW Abnormal Balance by Fund report contains data from FFIS/FMMI. 

To run an FSDW Abnormal Balance by Fund report: 

1. Select FSDW Abnormal Balance by Fund on the Financial Reports menu. The FSDW 

Abnormal Balance by Fund report search fields are displayed. 

 

Figure 33: FSDW Abnormal Balance by Fund Report 

2. Complete the fields as follows: 
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Field Description/Instruction 

Fiscal Year Select this field to indicate the fiscal year to be displayed on the report. 
The last two positions are displayed in this field. The four-position fiscal 
year is displayed on the report.  

After making your selection, select Done, Cancel, or Reset as 
applicable. 

Fiscal Month Select this field to indicate the fiscal month to be displayed on the report.  

After making your selection, select Done, Cancel, or Reset as 
applicable. 

Mission Area Select this field to indicate the mission area to be displayed on the 
report. If this field is completed, the Agency field must be blank.  

After making your selection, select Done, Cancel, or Reset as 
applicable. 

Agency Select this field to select the Agency code of the Agency to be displayed 
on the report. If this field is completed, the Mission Area field must be 
blank. 

POD Select this field to select the applicable procurement organization (POD) 
to be displayed on the report.  

After making your selection, select Done, Cancel, or Reset as 
applicable. 

Fund Select this field to indicate the fund to be displayed on the report.  

After making your selection, select Done, Cancel, or Reset as 
applicable. 

Treasury Symbol Select this field to indicate the treasury symbol to be displayed on the 
report. Depending on the selection made, the Beginning Fiscal Year field 
may be generated after making a selection in this field.  

After making your selection, select Done, Cancel, or Reset as 
applicable. 

Program Select this field to indicate the program code for the treasury symbol 
selected. Multiple or block selections are available in this field. 

After making your selection, select Done, Cancel, or Reset as 
applicable. 
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After running the FSDW Abnormal Balance by Fund report, the FSDW Abnormal 

Balance Report (with fund criteria) is displayed. 

 

Figure 34: FSDW Abnormal Balance Report (with fund criteria) 
 

FSDW Abnormal Balance by Treas Sym 

The FSDW Abnormal Balance by Treas Sym report contains data from FFIS/FMMI. 

To run an FSDW Abnormal Balance by Treas Sym report: 

1. Select FSDW Abnormal Balance by Treas Sym on the Financial Reports menu. The FSDW 

Abnormal Balance by Treas Sym report search fields are displayed. 

 

Figure 35: FSDW Abnormal Balance by Treas Sym Report 

2. Complete the fields as follows: 

Field Description/Instruction 
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Field Description/Instruction 

Fiscal Year Select this field to indicate the fiscal year to be displayed on the report. 
The last two positions are displayed in this field. The four-position fiscal 
year is displayed on the report.  

After making your selection, select Done, Cancel, or Reset as 
applicable. 

Fiscal Month Select this field to indicate the fiscal month to be displayed on the report.  

After making your selection, select Done, Cancel, or Reset as 
applicable. 

Mission Area Select this field to indicate the mission area to be displayed on the 
report. If this field is completed, the Agency field must be blank.  

After making your selection, select Done, Cancel, or Reset as 
applicable. 

Agency Select this field to select the Agency code of the Agency to be displayed 
on the report. If this field is completed, the Mission Area field must be 
blank. 

POD Select this field to select the applicable POD to be displayed on the 
report.  

After making your selection, select Done, Cancel, or Reset as 
applicable. 

Fund Select this field to indicate the fund to be displayed on the report.  

After making your selection, select Done, Cancel, or Reset as 
applicable. 

Treasury Symbol Select this field to indicate the treasury symbol to be displayed on the 
report. Depending on the selection made, the Beginning Fiscal Year field 
may be generated after making a selection in this field.  

After making your selection, select Done, Cancel, or Reset as 
applicable. 

Program Select this field to indicate the program code for the treasury symbol 
selected. Multiple or block selections are available in this field. 

After making your selection, select Done, Cancel, or Reset as 
applicable. 
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After running the FSDW Abnormal Balance by Treas Sym report, the Abnormal Balance 

by Treasury Symbol report (with criteria) is displayed. 

 

Figure 36: Abnormal Balance by Treasury Symbol Report (with criteria) 

  

 

FSDW Adjustments Report 

The FSDW Adjustments report contains data from FFIS/FMMI. 

To run an FSDW Adjustments report: 

1. Select FSDW Adjustments on the Financial Reports menu. The FSDW Adjustments report 

search fields are displayed. 

 

Figure 37: FSDW Adjustments Report 

2. Complete the fields as follows: 

Field Description/Instruction 
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Field Description/Instruction 

Report Year Select this field to indicate the year to be displayed on the report. The 
two-position year is displayed in this field. The four-position year is 
displayed on the report.  

After making your selection, select Done, Cancel, or Reset as 
applicable. 

Report Period Select this field to indicate the report period to be displayed on the 
report.  

After making your selection, select Done, Cancel, or Reset as 
applicable. 

Mission Area Select this field to indicate the mission area to be displayed on the 
report. If this field is completed, the Agency field must be blank.  

After making your selection, select Done, Cancel, or Reset as 
applicable. 

Agency Select this field to select the Agency code of the Agency to be displayed 
on the report. If this field is completed, the Mission Area field must be 
blank. 

POD Select this field to select the applicable POD to be displayed on the 
report.  

After making your selection, select Done, Cancel, or Reset as 
applicable. 

Report Line Select this field to indicate the report line to be displayed on the report. 

Adjustment Type Select this field to indicate the adjustment entry type(s) to be displayed 
on the field if applicable. 

Control Number Select this field to indicate the control number to be displayed on the 
report if applicable. 

User ID Select this field to indicate the user ID to be displayed on the report if 
applicable. 
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After running the FSDW Adjustments report, the Adjustments report (with criteria) is 

displayed. 

 

Figure 38: Adjustments Report (with criteria) 
 

FSDW BR and SF 133 Comparison 

The FSDW BR and SF 133 Comparison report identifies differences between the Statement of 

Budgetary Resources (BR) and the Standard Form (SF) 133, Report on Budget Execution and 

Budgetary Resources. This report contains financial data from the FFIS/FMMI Consolidated 

Financial Statements Data Warehouse. 

To run an FSDW BR and SF 133 Comparison report: 

1. Select FSDW BR and SF 133 Comparison on the Financial Reports menu. The FSDW BR 

and SF 133 Comparison report search fields are displayed. 

 

Figure 39: FSDW BR & SF133 Comparison Report 

2. Complete the fields as follows: 

Field Description/Instruction 
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Field Description/Instruction 

Fiscal Year Select this field to indicate the fiscal year to be displayed on the report. 
The last two positions are displayed in this field. The four-position fiscal 
year is displayed on the report.  

After making your selection, select Done, Cancel, or Reset as 
applicable. 

Fiscal Month Select this field to indicate the fiscal month to be displayed on the report.  

After making your selection, select Done, Cancel, or Reset as 
applicable. 

Agency Select this field to select the Agency code of the Agency to be displayed 
on the report. If this field is completed, the Mission Area field must be 
blank. 

Treasury Symbol Select this field to indicate the treasury symbol to be displayed on the 
report. Depending on the selection made, the Beginning Fiscal Year field 
may be generated after making a selection in this field.  

After making your selection, select Done, Cancel, or Reset as 
applicable. 

Summary or Detail report Defaults to Summary.  

Select this field to indicate if you want the report summarized into one 
report or if you want separate reports reflecting all of the detail data. 
Valid values are Summary (one report) and Detail (separate 

reports).  

After making your selection, select Done or Cancel as applicable. 

After running the FSDW BR and SF 133 Comparison report, the Report on Differences 

between Statement of Budgetary Resources and SF 133 (with criteria) is displayed. 
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FSDW Consolidated Financial Statements 

The FSDW Consolidated Financial Statements report contains data from FFIS/FMMI. 

To run an FSDW Consolidated Financial Statements report: 

1. Select FSDW Consolidated Financial Statements on the Financial Reports menu. The 

FSDW Consolidated Financial Statements report search fields are displayed. 

 

Figure 40: FSDW Consolidated Financial Statements Report 

2. Complete the fields as follows: 

Field Description/Instruction 

Financial Statement Defaults to Balance Sheet.  

Select this field to indicate the type of financial statement to be displayed 

on the report. Valid values are Balance Sheet, Statement of 

Budgetary Resources, Statement of Net Cost, 

Statement of Changes in Net Position, and 

Reconciliation of Budgetary Resources Obligated 

to Net Cost of Operations.  

After making your selection, select Done or Reset as applicable. 

Report Year Select this field to indicate the year to be displayed on the report. The 
two-position year is displayed in this field. The four-position year is 
displayed on the report.  

After making your selection, select Done, Cancel, or Reset as 
applicable. 

Report Period Select this field to indicate the report period to be displayed on the 
report.  

After making your selection, select Done, Cancel, or Reset as 
applicable. 

Mission Area Select this field to indicate the mission area to be displayed on the 
report. If this field is completed, the Agency field must be blank.  

After making your selection, select Done, Cancel, or Reset as 
applicable. 

Agency Select this field to select the Agency code of the Agency to be displayed 
on the report. If this field is completed, the Mission Area field must be 
blank. 
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Field Description/Instruction 

POD Select this field to select the applicable POD to be displayed on the 
report.  

After making your selection, select Done, Cancel, or Reset as 
applicable. 

Fund Select this field to indicate the fund to be displayed on the report.  

After making your selection, select Done, Cancel, or Reset as 
applicable. 

Treasury Symbol Select this field to indicate the treasury symbol to be displayed on the 
report. Depending on the selection made, the Beginning Fiscal Year field 
may be generated after making a selection in this field.  

After making your selection, select Done, Cancel, or Reset as 
applicable. 

Comparative Statements Defaults to No.  

Select this field to indicate whether or not you want a report comparing 

to 2 report years and 2 fiscal years. Valid values are No and Yes.  

After making your selection, select Done, Cancel, or Reset as 
applicable. 
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After running the FSDW Consolidated Financial Statements report, the Consolidated 

Balance Sheet report (with criteria) is displayed. 

 

Figure 41: Consolidated Balance Sheet Report (with criteria) 
 

FSDW Consolidating Financial Statements 

The Consolidating Financial Statements report contains consolidating balance sheet which 

reflects financial data from the FFIS/FMMI Consolidated Financial Statements Data Warehouse. 

Data for this report is obtained from the FFIS/FMMI Consolidated Financial Statements Data 

Warehouse. 
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To run an FSDW Consolidating Financial Statements report: 

1. Select FSDW Consolidating Financial Statements on the Financial Reports menu. The 

FSDW Consolidating Financial Statements report search fields are displayed. 

 

Figure 42: FSDW Consolidating Financial Statements Report 

2. Complete the fields as follows: 

Field Description/Instruction 

Financial Statement Select this field to indicate the type of financial statement to be displayed 

on the report. Valid values are Balance Sheet, Statement of 

Budgetary Resources, Statement of Net Cost, 

Statement of Changes in Net Position, and 

Reconciliation of Budgetary Resources Obligated 

to Net Cost of Operations. This field defaults to Balance 

Sheet.  

After making your selection, select Done or Reset as applicable. 

Report Year Select this field to indicate the year to be displayed on the report. The 
two-position year is displayed in this field. The four-position year is 
displayed on the report.  

After making your selection, select Done, Cancel, or Reset as 
applicable. 

Report Period Select this field to indicate the report period to be displayed on the 
report.  

After making your selection, select Done, Cancel, or Reset as 
applicable. 

Mission Area Select this field to indicate the mission area to be displayed on the 
report. If this field is completed, the Agency field must be blank.  

After making your selection, select Done, Cancel, or Reset as 
applicable. 

Fund Select this field to indicate the fund to be displayed on the report.  

After making your selection, select Done, Cancel, or Reset as 
applicable. 

Treasury Symbol Select this field to indicate the treasury symbol to be displayed on the 
report. Depending on the selection made, the Beginning Fiscal Year field 
may be generated after making a selection in this field.  

After making your selection, select Done, Cancel, or Reset as 
applicable. 
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After running the FSDW Consolidating Financial Statements report, the Consolidating 

Balance Sheet report (with criteria) is displayed. 

 

Figure 43: Consolidating Balance Sheet Report (with criteria) 
 

FSDW Crosswalk Trial Balance 

The Crosswalk Trial Balance report contains data from FFIS/FMMI. 
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To run an FSDW Crosswalk Trial Balance report: 

1. Select FSDW Crosswalk Trial Balance on the Financial Reports menu. The FSDW 

Crosswalk Trial Balance report search fields are displayed. 

 

Figure 44: FSDW Crosswalk Trial Balance Report 

2. Complete the fields as follows: 

Field Description/Instruction 

Financial Statement Defaults to Balance Sheet.  

Select this field to indicate the type of financial statement to be displayed 

on the report. Valid values are Balance Sheet, Statement of 

Budgetary Resources, Statement of Net Cost, and 

Statement of Changes in Net Position.  

After making your selection, select Done or Reset as applicable. 

Report Year Select this field to indicate the year to be displayed on the report. The 
two-position year is displayed in this field. The four-position year is 
displayed on the report.  

After making your selection, select Done, Cancel, or Reset as 
applicable. 

Report Period Select this field to indicate the report period to be displayed on the 
report.  

After making your selection, select Done, Cancel, or Reset as 
applicable. 

Mission Area Select this field to indicate the mission area to be displayed on the 
report. If this field is completed, the Agency field must be blank.  

After making your selection, select Done, Cancel, or Reset as 
applicable. 

Agency Select this field to select the Agency code of the Agency to be displayed 
on the report. If this field is completed, the Mission Area field must be 
blank. 
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Field Description/Instruction 

POD Select this field to select the applicable POD to be displayed on the 
report.  

After making your selection, select Done, Cancel, or Reset as 
applicable. 

Report Line Select this field to indicate the report line to be displayed on the report. 

GL Account Select this field to indicate the general account ledger code to be 
displayed on the report. Both the code and the literal are displayed in 
this field.  

After making your selection, select Done, Cancel, or Reset as 

applicable. 

Fund Select this field to indicate the fund to be displayed on the report.  

After making your selection, select Done, Cancel, or Reset as 
applicable. 

Treasury Symbol Select this field to indicate he treasury symbol to be displayed on the 
report. Depending on the selection made, the Beginning Fiscal Year field 
may be generated after making a selection in this field.  

After making your selection, select Done, Cancel, or Reset as 
applicable. 

Summary or Detail 
Report 

Defaults to Summary.  

Select this field to indicate if you want the report summarized into one 
report or if you want separate reports reflecting all of the detail data. 

Valid values are Summary (one report) and Detail (separate 

reports).  

After making your selection, select Done or Cancel as applicable. 
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After running the Crosswalk Trial Balance Reports, the Balance Sheet Crosswalk Trial 

Balance report (with criteria) is displayed. 

 
 

FSDW Eliminations Report 

The Eliminations Report contains data from FFIS/FMMI. 

To run an FSDW Eliminations report: 

1. Select FSDW Eliminations Report on the Financial Reports menu. The FSDW Eliminations 

report search fields are displayed. 

 

Figure 45: FSDW Eliminations Report 

2. Complete the fields as follows: 

Field Description/Instruction 
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Field Description/Instruction 

Report Year Select this field to indicate the year to be displayed on the report. The 
two-position year is displayed in this field. The four-position year is 
displayed on the report.  

After making your selection, select Done, Cancel, or Reset as 
applicable. 

Report Period Select this field to indicate the report period to be displayed on the 
report.  

After making your selection, select Done, Cancel, or Reset as 
applicable. 

Mission Area Select this field to select the mission area to be displayed on the report. 
If this field is completed, the Agency field must be blank.  

After making your selection, select Done, Cancel, or Reset as 
applicable. 

Agency Select this field to select the Agency code of the Agency to be displayed 
on the report. If this field is completed, the Mission Area field must be 
blank. 

Report Line Select this field to indicate the report line to be displayed on the report. 

Elimination Type Select this field to indicate the elimination entry type(s) to be displayed 
on the report if applicable. 

Control Number Select this field to indicate the control number to be displayed on the 
report if applicable. 

User Id Select this field to indicate the user ID to be displayed on the report if 
applicable. 

After running the Eliminations Report, the Eliminations Report (with criteria) is 

displayed. 

 

Figure 46: Eliminations Report (with criteria) 
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FSDW FMS 2108 

The FMS 2108 Year-End Closing Statement report contains financial data from FFIS/FMMI and 

is updated monthly. 

To run an FSDW FMS 2108 report: 

1. Select FSDW FMS 2108 on the Financial Reports menu. The FSDW FMS 2108 report 

search fields are displayed. 

 

Figure 47: FSDW FMS 2108 Report 

2. Complete the fields as follows: 

Field Description/Instruction 

Report Defaults to FMS 2108.  

Select this field to indicate which version of the FMS 2108 to be 

displayed on the report. Valid values are FMS 2108, FMS 2108 

Definite Borrowing Authority, and FMS 2108 

Indefinite Borrowing Authority.  

After making your selection, select Done or Reset as applicable. 

Fiscal Year Select this field to indicate the fiscal year to be displayed on the report. 
The last two positions are displayed in this field. The four-position fiscal 
year is displayed on the report.  

After making your selection, select Done, Cancel, or Reset as 
applicable. 

Fiscal Month Select this field to indicate the fiscal month to be displayed on the report.  

After making your selection, select Done, Cancel, or Reset as 

applicable. 

Agency Select this field to select the Agency code of the Agency to be displayed 
on the report. If this field is completed, the Mission Area field must be 
blank. 

Treasury Symbol Select this field to indicate the treasury symbol to be displayed on the 
report. Depending on the selection made, the Beginning Fiscal Year field 
may be generated after making a selection in this field.  

After making your selection, select Done, Cancel, or Reset as 
applicable. 
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Field Description/Instruction 

Summary or Detail 
Report 

Defaults to Summary.  

Select this field to indicate if you want the report summarized into one 
report or if you want separate reports reflecting all of the detail data. 

Valid values are Summary (one report) and Detail (separate 

reports).  

After making your selection, select Done or Cancel as applicable. 

After running the FMS 2108 Year-End Closing Statement report, the Federal Agencies 

Centralized Trial Balance System II FMS 2108 Year-End Closing Statement for the 

Period Ending XX report (with criteria) is displayed. 

 

Figure 48: Federal Agencies Centralized Trial Balance System II FMS 2108 Year-End Closing 
Statement for the Period Ending XX report (with criteria) 

 

FSDW Financial Statement Consistency Report 

The Financial Statement Consistency Report contains data from FFIS/FMMI. 

To run an FSDW Financial Statement Consistency report: 

1. Select FSDW Financial Stmt Consistency on the Financial Reports menu.  

 

Figure 49: FSDW Financial Stmt Consistency Report 
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2. Complete the fields as follows: 

Field Description/Instruction 

Report Year Select this field to indicate the year to be displayed on the report. The 
two-position year is displayed in this field. The four-position year is 
displayed on the report.  

After making your selection, select Done, Cancel, or Reset as 
applicable. 

Report Period Select this field to indicate the report period to be displayed on the 
report.  

After making your selection, select Done, Cancel, or Reset as 
applicable. 

Mission Area Select this field to indicate the mission area to be displayed on the 
report. If this field is completed, the Agency field must be blank.  

After making your selection, select Done, Cancel, or Reset as 
applicable. 

Agency Select this field to select the Agency code of the Agency to be displayed 
on the report. If this field is completed, the Mission Area field must be 
blank. 

POD Select this field to select the applicable POD to be displayed on the 
report.  

After making your selection, select Done, Cancel, or Reset as 
applicable. 

Fund Select this field to indicate the fund to be displayed on the report.  

After making your selection, select Done, Cancel, or Reset as 
applicable. 

Treasury Symbol Select this field to indicate the treasury symbol to be displayed on the 
report. Depending on the selection made, the Beginning Fiscal Year field 
may be generated after making a selection in this field.  

After making your selection, select Done, Cancel, or Reset as 
applicable. 

Include Eliminations? Defaults to No. 

Select this field to indicate whether or not to include eliminations on the 

report. Valid values are Yes and No.  

After making your selection, select Done, Cancel, or Reset as 
applicable. 
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After running the Financial Statement Consistency Report, the Financial Statement 

Consistency report (with criteria) is displayed. 

 
 

FSDW GL Account Trial Balance 

The GL Account Trial Balance Report contains general ledger (GL) data from the FFIS/FMMI 

database. 

To run an FSDW GL Account Trial Balance report: 

1. Select FSDW GL Account Trial Balance on the Financial Reports menu. The FSDW GL 

Account Trial Balance report search fields are displayed. 

 

Figure 50: FSDW GL Account Trial Balance Report 

2. Complete the fields as follows: 

Field Description/Instruction 
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Field Description/Instruction 

Report Year Select this field to indicate the year to be displayed on the report. The 
two-position year is displayed in this field. The four-position year is 
displayed on the report. After making your selection, select Done, 
Cancel, or Reset as applicable. 

Report Period Select this field to indicate the report period to be displayed on the 
report. After making your selection, select Done, Cancel, or Reset as 
applicable. 

Mission Area Select this field to indicate the mission area to be displayed on the 
report. If this field is completed, the Agency field must be blank. After 
making your selection, select Done, Cancel, or Reset as applicable. 

Agency Select this field to select the Agency code of the Agency to be displayed 
on the report. If this field is completed, the Mission Area field must be 
blank. 

POD Select this field to select the applicable POD to be displayed on the 
report. After making your selection, select Done, Cancel, or Reset as 
applicable. 

GL Account Select this field to indicate the general account ledger code to be 
displayed on the report. Both the code and the literal are displayed in 
this field. After making your selection, select Done, Cancel, or Reset as 
applicable. 

Fund Select this field to indicate the fund to be displayed on the report. After 
making your selection, select Done, Cancel, or Reset as applicable. 

Treasury Symbol Select this field to indicate the treasury symbol to be displayed on the 
report. Depending on the selection made, the Beginning Fiscal Year field 
may be generated after making a selection in this field. After making 
your selection, select Done, Cancel, or Reset as applicable. 

Program Select this field to indicate the program code for the treasury symbol 
selected. Multiple or block selections are available in this field. 

After making your selection, select Done, Cancel, or Reset as 
applicable. 

Comparative Statements Select this field to indicate whether or not you want a report comparing 

to 2 report years and 2 fiscal years. Valid values are No and Yes. This 

field defaults to No. After making your selection, select Done, Cancel, 

or Reset as applicable. 
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After running the FSDW GL Account Trial Balance report, the FSDW GL Account Trial 

Balance report (with criteria) is displayed. 

 

Figure 51: Department GL Account Trial Balance Report (with criteria) 
 

FSDW Preliminary Financial Statements 

The Preliminary Financial Statements report contains data from the FFIS/FMMI database. 

To run an FSDW Preliminary Financial Statements report: 

1. Select FSDW Preliminary Financial Statements on the Financial Reports menu. The FSDW 

Preliminary Financial Statements report search fields are displayed. 

 

Figure 52: FSDW Preliminary Financial Statements Report 

2. Complete the fields as follows: 
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Field Description/Instruction 

Financial Statement Defaults to Balance Sheet.  

Select this field to indicate the type of financial statement to be displayed 

on the report. Valid values are Balance Sheet, Statement of 

Budgetary Resources, Statement of Net Cost, 

Statement of Changes in Net Position, and 

Reconciliation of Budgetary Resources Obligated 

to Net Cost of Operations.  

After making your selection, select Done or Reset as applicable. 

Report Year Select this field to indicate the year to be displayed on the report. The 
two-position year is displayed in this field. The four-position year is 
displayed on the report.  

After making your selection, select Done, Cancel, or Reset as 
applicable. 

Report Period Select this field to indicate the report period to be displayed on the 
report.  

After making your selection, select Done, Cancel, or Reset as 
applicable. 

Mission Area Select this field to indicate the mission area to be displayed on the 
report. If this field is completed, the Agency field must be blank.  

After making your selection, select Done, Cancel, or Reset as 
applicable. 

Agency Select this field to select the Agency code of the Agency to be displayed 
on the report. If this field is completed, the Mission Area field must be 
blank. 

POD Select this field to select the applicable POD to be displayed on the 
report. After making your selection, select Done, Cancel, or Reset as 
applicable. 

Fund Select this field to indicate the fund to be displayed on the report. After 
making your selection, select Done, Cancel, or Reset as applicable. 

Treasury Symbol Select this field to indicate the treasury symbol to be displayed on the 
report. Depending on the selection made, the Beginning Fiscal Year field 
may be generated after making a selection in this field. After making 
your selection, select Done, Cancel, or Reset as applicable. 
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After running the Preliminary Financial Statements report, the Departmental Preliminary 

Balance Sheet report (with criteria) is displayed. 

 
 

FSDW SF 133 

The SF-133 Report on Budget Execution contains financial data from FFIS/FMMI and is 

updated monthly. 

To run an FSDW SF 133 report: 

1. Select FSDW SF 133 on the Financial Reports menu. The FSDW SF 133 report search 

fields are displayed. 

 

Figure 53: SF-133 Report on Budget Execution 

2. Complete the fields as follows: 

Field Description/Instruction 

Fiscal Year Select this field to indicate the fiscal year to be displayed on the report. 
The last two positions are displayed in this field. The four-position fiscal 
year is displayed on the report.  

After making your selection, select Done, Cancel, or Reset as 
applicable. 
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Field Description/Instruction 

Fiscal Month Select this field to indicate the fiscal month to be displayed on the report.  

After making your selection, select Done, Cancel, or Reset as 
applicable. 

Agency Select this field to select the Agency code of the Agency to be displayed 
on the report. If this field is completed, the Mission Area field must be 
blank. 

Treasury Symbol Select this field to indicate the treasury symbol to be displayed on the 
report. Depending on the selection made, the Beginning Fiscal Year field 
may be generated after making a selection in this field.  

After making your selection, select Done, Cancel, or Reset as 
applicable. 

Summary or Detail 
Report 

Defaults to Summary.  

Select this field to indicate if you want the report summarized into one 
report or if you want separate reports reflecting all of the detail data. 

Valid values are Summary (one report) and Detail (separate 

reports).  

After making your selection, select Done or Cancel as applicable. 
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After running the SF-133 Report on Budget Execution, the Federal Agencies Centralized 

Trial Balance System II SF 133 Report on Budget Execution and Budgetary Resources 

(with criteria) is displayed. 

 

Figure 54: Federal Agencies Centralized Trial Balance System II SF 133 Report on Budget 
Execution and Budgetary Resources (with criteria) 

 

FSDW Trial Balance 

The Trial Balance report contains data from the FFIS/FMMI database. 

To run an FSDW Trial Balance report: 

1. Select FSDW Trial Balance on the Financial Reports menu. The FSDW Trial Balance 

report search fields are displayed. 

 

Figure 55: FSDW Trial Balance Report 

2. Complete the fields as follows: 
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Field Description/Instruction 

Report Year Select this field to indicate the year to be displayed on the report. The 
two-position year is displayed in this field. The four-position year is 
displayed on the report. After making your selection, replace Done, 
Cancel, or Reset as applicable. 

Report Period Select this field to indicate the report period to be displayed on the 
report. After making your selection, replace Done, Cancel, or Reset as 
applicable. 

Mission Area Select this field to indicate the mission area to be displayed on the 
report. If this field is completed, the Agency field must be blank. After 
making your selection, replace Done, Cancel, or Reset as applicable. 

Agency Select this field to select the Agency code of the Agency to be displayed 
on the report. If this field is completed, the Mission Area field must be 
blank. 

POD Select this field to select the applicable POD to be displayed on the 
report. After making your selection, replace Done, Cancel, or Reset as 
applicable. 

GL Account Select this field to indicate the general account ledger code to be 
displayed on the report. Both the code and the literal are displayed in 
this field. After making your selection, replace Done, Cancel, or Reset 
as applicable. 

Fund Select this field to indicate the fund to be displayed on the report. After 
making your selection, replace Done, Cancel, or Reset as applicable. 

Treasury Symbol Select this field to indicate the treasury symbol to be displayed on the 
report. Depending on the selection made, the Beginning Fiscal Year field 
may be generated after making a selection in this field. After making 
your selection, replace Done, Cancel, or Reset as applicable. 

Program Select this field to indicate the program code for the treasury symbol 
selected. Multiple or block selections are available in this field. 

After making your selection, replace Done, Cancel, or Reset as 
applicable. 
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After running the Trial Balance Report, the Trial Balance report (with criteria) is 

displayed. 

 

Figure 56: Trial Balance report (with criteria) 
 

FSDW Trial Balance by Treasury Symbol 

The Trial Balance by Treasury Symbol report contains financial data from FFIS/FMMI. 

To run an FSDW Trial Balance by Treasure Symbol report: 

1. Select FSDW Trial Balance by Treasury Symbol on the Financial Reports menu. The FSDW 

Trial Balance by Treasury Symbol report search fields are displayed. 

 

Figure 57: FSDW Trial Balance by Treasury Symbol Report 

2. Complete the fields as follows: 

Field Description/Instruction 
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Field Description/Instruction 

Report Year Select this field to indicate the year to be displayed on the report. The 
two-position year is displayed in this field. The four-position year is 
displayed on the report.  

After making your selection, select Done, Cancel, or Reset as 
applicable. 

Report Period Select this field to indicate the report period to be displayed on the 
report.  

After making your selection, select Done, Cancel, or Reset as 
applicable. 

Mission Area Select this field to indicate the mission area to be displayed on the 
report. If this field is completed, the Agency field must be blank.  

After making your selection, select Done, Cancel, or Reset as 
applicable. 

Agency Select this field to select the Agency code of the Agency to be displayed 
on the report. If this field is completed, the Mission Area field must be 
blank. 

POD Select this field to select the applicable POD to be displayed on the 
report.  

After making your selection, select Done, Cancel, or Reset as 
applicable. 

GL Account Select this field to indicate the general account ledger code to be 
displayed on the report. Both the code and the literal are displayed in 
this field.  

After making your selection, select Done, Cancel, or Reset as 
applicable. 

Fund Select this field to indicate the fund to be displayed on the report.  

After making your selection, select Done, Cancel, or Reset as 

applicable. 

Fund Category Select this field to indicate the fund to be displayed on the report.  

After making your selection, select Done, Cancel, or Reset as 
applicable. 

Treasury Symbol Select this field to indicate the treasury symbol to be displayed on the 
report. Depending on the selection made, the Beginning Fiscal Year field 
may be generated after making a selection in this field.  

After making your selection, select Done, Cancel, or Reset as 
applicable. 

Program Select this field to indicate the program code for the treasury symbol 
selected. Multiple or block selections are available in this field. 

After making your selection, select Done, Cancel, or Reset as 
applicable. 
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Field Description/Instruction 

Summary or Detail 
Report 

Defaults to Summary.  

Select this field to indicate if you want the report summarized into one 
report or if you want separate reports reflecting all of the detail data. 

Valid values are Summary (one report) and Detail (separate 

reports).  

After making your selection, select Done or Cancel as applicable. 

After running the Trial Balance Report by Treasury Symbol, the Trial Balance report 

(with criteria) is displayed. 

 

Figure 58: FSDW Trial Balance by Treasury Symbol Report (with criteria) 
 

Personal Benefits Statement 

To run a Personal Benefits Statement report: 

1. Select Personal Benefits Statement from the Financial Reports menu. The Personal 

Benefits Statement report search fields are displayed. 

 

Figure 59: Personal Benefits Statement Report 

2. Complete the fields as follows: 

Field Description/Instruction 
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Field Description/Instruction 

Employee Social Security 
Number 

Select this field to type the employee’s SSN.  

After typing, select Done. 

Active Employee Search 
by Last Name 

Select this field to type the employee’s last name. After typing the last 
name, select Done.  

After selecting Done, a list of available employees is displayed. Select 

the applicable employee from the list. 

After making your selection, select Done, Cancel, or Reset as 
applicable. 
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After running the Personal Benefits Statement report, the Your Personal Benefits 

Statement Based on Your Account as of X is displayed. 

 

Figure 60: Your Personal Benefits Statement (Page 1) 
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SF 2812 Reports 

The Withholdings and Contributions (SF2812 and SF2812A Reports) report contains data from 

SF 2812, Report of Withholdings by Health Benefit Enrollment Code. This report displays the 

biweekly withholding and contribution amounts for health benefits, life insurance, and 

retirement. This data is displayed by payroll office. This report contains data from the 

Payroll/Personnel database and is updated biweekly. 

To run an SF 2812 report: 

1. Select SF 2812 Reports on the Financial Reports menu. The SF 2812 report search fields 

are displayed. 

 

Figure 61: SF 2812 Reports 

2. Complete the fields as follows: 

Field Description/Instruction 

Report Name Defaults to SF2812: Report of Withholdings and 

Contributions for Health Benefits, Life 

Insurance and Retirement. 

Select this field to indicate which report will be run. Valid values are 

SF2812: Report of Withholdings and Contributions 

for Health Benefits, Life Insurance and 

Retirement and SF2812A: Report of Withholdings and 

Contributions for Health Benefits by Enrollment 

Code.  

After making your selection, select Done, or Reset as applicable. 

Report Office Number Select this field to indicate the payroll office number to be displayed on 
the report.  

After making your selection, select Done, Cancel, or Reset as 
applicable. 

Pay Period Defaults to the current pay period if no selection is made. 

Select this field to indicate the pay period to be displayed on the report. 
The pay period is displayed by year and pay period number.  

After making your selection, select Done, Cancel, or Reset as 
applicable. 

If SF2812: Report of Withholdings and Contributions for Health 

Benefits, Life Insurance and Retirement, is selected on the the Report Name 

field, the Report of Withholdings and Contributions for Health Benefits, Life Insurance 
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and Retirement report (with criteria) is displayed after running the report. If SF2812A: 
Report of Withholdings and Contributions for Health Benefits by 

Enrollment Code is selected, the Report of Withholdings and Contributions for Health 

Benefits by Enrollment Code SF report (with criteria) is displayed after running the 

report. 

 
 

SF 224 Abstract of Trans (SCAP5D) 

The SF-224 (SCAP5D Reports Attachments 1, 5 and 6) report contains data from SF 224, 

Statement of Transactions. This report contains a list of the receipts and disbursements sorted by 

Agency, accounting station, and treasury symbol. This report is used by the Agency to control 

funds. This report is reconciled against the SF 224, Statement of Transactions, and the GL. This 

report is due at the Agency the fifth workday subsequent to the end of the reporting month. Data 

for this report is obtained from NFC’s Central Accounting System and is updated monthly. 
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To run an SF 224 Abstract of Trans (SCAP5D) report: 

1. Select SF-224 SCAP5D Attachments on the Financial Reports menu. The SF 224 Abstract 

of Trans (SCAP5D) report search fields are displayed. 

 

Figure 62: SF-224 SCAP5D Attachments Report 

2. Complete the fields as follows: 

Field Description/Instruction 

Attachment Defaults to Attachment 1. 

Select this field to indicate which SCAP5D information to be included on 

the report. Valid values are Attachment 1, Attachment 5, and 

Attachment 6.  

Attachment 1 lists the recipients and disbursements by Agency, 

accounting station, and treasury symbol. This is transmitted monthly. 

Attachment 5 lists invalid treasury symbols and amounts of 

payments that have been temporarily posted to NFC’s suspense 
account. 

Attachment 6 summarizes invalid treasury symbols and amounts 

from Attachment 5. 

After making your selection, select Done, or Reset as applicable. 

Agency Select this field to select the Agency code of the Agency to be displayed 
on the report. Both the two-digit Agency code and the literal are 
displayed in this field.  

After making your selection, select Done, Cancel, or Reset as 
applicable. 

Accounting Month Select this field to indicate the month to be displayed on the report. This 
field is listed in month order with the available years for each month 
listed followed by the following month.  

After making your selection, select Done, Cancel, or Reset as 
applicable. 

Accounting Station Defaults to All. 

Select this field to indicate the four-digit accounting station code to be 
displayed on the report. Multiple or block selections are available in this 
field.  

After making your selection, select Done, Cancel, or Reset as 
applicable. 
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Field Description/Instruction 

Appropriation 
Fund/Receipt Symbol 

Defaults to All.  

Select this field to indicate the appropriation fund/receipt symbol to be 
displayed on the report. Multiple or block selections are available in this 
field.  

After making your selection, select Done, Cancel, or Reset as 
applicable. 

Schedule Number Defaults to All.  

Select this field to indicate the schedule number to be displayed on the 
report. Multiple or block selections are available in this field.  

After making your selection, select Done, Cancel, or Reset as 
applicable. 

Date Paid Defaults to All. 

Select this field to indicate the pay date to be included on the report. 
Multiple or block selections are available in this field.  

After making your selection, select Done, Cancel, or Reset as 
applicable. 

After running the SF-224 (SCAP5D Reports Attachments 1, 5 and 6) report, the SF-224 

Abstract of Transactions report (with criteria) is displayed. 

 

  
 

Statement of Earnings and Leave 

The Statement of Earnings and Leave report displays an employee’s Statement of Earnings and 

Leave. This data is displayed by the employee’s personnel office. This report contains data from 

the PPS database and is updated biweekly. 
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To run a Statement of Earnings and Leave report: 

1. Select Statement of Earning and Leave on the Financial Reports menu. The Statement of 

Earnings and Leave report search fields are displayed. 

 

Figure 63: Statement of Earnings and Leave Report 

2. Complete the fields as follows: 

Field Description/Instruction 

Employee Social Security 
Number 

Select this field to type the employee’s SSN.  

After typing the SSN, select Done. 

Active Employee Search 
by Last Name 

Select this field to type the employee’s last name. After typing the last 
name, select Done.  

After selecting Done, the Payroll Pay Period field is generated. 

After entering data in the Employee Social Security Number field, the Payroll Pay Period 

field is displayed. 

 

Figure 64: Statement of Earnings and Leave Report (after entering Social Security number) 

3. Complete the field as follows: 

Field Description/Instruction 

Payroll Pay Period Generated after selecting Done in the Active Employee Search by Last 
Name field. 

Select this field to select the applicable pay period for the earnings 
statement to be displayed.  
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After completing the remaining fields, the Statement of Earnings and Leave report (with 

criteria) is displayed. 

 

Figure 65: Statement of Earnings and Leave report (with criteria) 
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W2 Wage and Tax Statement 

The W2 Wage and Tax Statement report displays an employee’s W-2. This data is displayed by 

the employee’s Personnel office. This report contains data from the PPS database and is updated 

biweekly. 

To run a W2 Wage and Tax Statement report: 

1. Select W2 Wage and Tax Statement on the Financial Reports menu. The W2 Wage and Tax 

Statement reports search fields are displayed. 

 

Figure 66: W2 Wage and Tax Statement Report 

2. Complete the fields as follows: 

Field Description/Instruction 

Employee Social Security 
Number 

Replace this field to type the employee’s SSN. 

After typing the SSN, select Done. 

Active Employee Search 
by Last Name 

Replace this field to type the employee’s last name. After typing the last 
name, select Done.  

After selecting Done, the Year field is displayed. 

After completing the Employee Social Security Number field, the Year field is displayed. 

 

Figure 67: W2 Wage and Tax Statement Report (after entering Social Security number) 

3. Complete the field as follows: 

Field Description/Instruction 

Year Generated after replacing Done on the Active Employee Search by Last 
Name field. this field to select the applicable year for the IRS Form W-2 
to be displayed. 

Note: If the employee has a corrected W-2, (c) will be 

displayed next to the year for the corrected W-2. To display the 

corrected W-2, select the applicable year with the (c) next to it. 
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After running the W2 Wage and Tax Statement report, the employee’s Department of the 

Treasury-Internal Revenue Service Form W-2 Wage and Tax Statement XXXX (with 

criteria) is displayed. 
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Personnel Action Reports 

This reporting category contains various reports which reflect information based on employee 

personnel actions. 

 

This section includes the following topics: 

All Actions ................................................................................................................ 111 

All Actions Minority Profile ..................................................................................... 116 

Hires .......................................................................................................................... 120 

Hires Minority Profile ............................................................................................... 125 

Promotions ............................................................................................................... 129 

Promotions Minority Profile .................................................................................... 134 

Separations .............................................................................................................. 138 

Separations Minority Profile ................................................................................... 142 

1102/1105 Series Listing ......................................................................................... 146 

 
 

All Actions 

The Nature of Actions report contains a count of nature of action codes (NOACs) for an 

organization. Data for this report is obtained from the Personnel History database and is updated 

biweekly. 
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To run an All Actions report: 

1. Select All Actions on the Personnel Actions Reports menu. The All Actions report search 

fields are displayed. 

 

Figure 68: All Actions Report 

2. Complete the fields as follows: 

Field Description/Instruction 

Organizational Structure Defaults based upon your security access. 

Select this field to select the organizational information to be displayed 
on the report. After making your selection, select Done, Cancel, or Next 
as appropriate. If you select Next, additional organization information is 
displayed. You can continue to make selections and select Next to 
further customize your selection. There are nine organizational levels 
available when selecting Next. Multiple or block selections are not 
allowed when you select Next. To return to the previous organization 
level, select Previous. Your security access determines how many 
levels of organization information that you can access.  

After completing your selection(s), select Done or Cancel as applicable. 

Personnel Office 
Identifier 

Select this field to indicate the Personnel Office Identifier (POI) to be 
displayed on the report. POIs are listed numerically on this field. The 
four-digit POI and the name of the personnel office are both displayed 
on the report.  

After making your selection, select Done, Cancel, or Reset as 
applicable. 
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Field Description/Instruction 

Nature of Actions Defaults to All. 

Select this field to select the three-position NOAC to be displayed on the 
report. NOACs are listed numerically. Both the numeric code and the 
literal are displayed on the report. Multiple or block selections are 
available in this field.  

After making your selection(s), select Include, Exclude, Cancel or 
Reset as applicable. 

Pay Plan Defaults to All. 

Select this field to select the applicable pay plan(s) to be displayed on 
the report. For Department of Commerce employees, you can select 
Pay Plan Groupings Include to the right of the selection box to display 
a list of pay plans included in the groupings. Multiple or block selections 
are available in this field.  

After making your selection(s), select Include, Exclude, Cancel or 
Reset as applicable. 

Occupational Series Defaults to All.  

Select this field to select the occupational series to be displayed on the 
report. The four-digit code and the literal are both displayed on the 
report. Multiple or block selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel or 
Reset as applicable. 

Grade Defaults to All. 

Select this field to select the two-digit grade(s) to be displayed on the 
report. The grades are displayed in descending order. Multiple or block 
selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel or 
Reset as applicable. 

Occupation (PATCO) Defaults to All.  

Select this field to display the applicable Professional, Administrative, 
Technical, Computer, and Other (PATCO) job code(s) to be displayed 

on the report. Valid values are Professional, 

Administrative, Technical, Clerical, Other, and Blue 

Collar. Multiple or block selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel or 
Reset as applicable. 

Supervisory Status Defaults to All.  

Select this field to select the applicable supervisory status to be 
displayed on the report. Multiple or block selections are available in this 
field.  

After making your selection(s), select Include, Exclude, Cancel or 
Reset as applicable. 
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Field Description/Instruction 

Location (State) Defaults to All.  

Select this field to select the State to be included on the report. States 
are listed alphabetically. Multiple or block selections are available in this 
field. You can use the scroll bar to search for the applicable State(s).  

After making your selection(s), select Include, Exclude, Cancel or 
Reset as applicable. 

Employment Type (PFT) Defaults to All. 

Select this field to indicate the applicable full-time or part-time status of 
the employee. You can select Employment Types Include to display 
definitions of the various employment types. Multiple or block selections 
are available in this field.  

After making your selection(s), select Include, Exclude, Cancel or 
Reset as applicable. 

Age Defaults to All.  

Select this field to indicate the applicable age range category to be 
displayed on the report. This field is categorized in ranges of five 
5-year increments. Multiple or block selections are available in this field.  

After making your selection(s), select Done, Cancel, or Reset as 
applicable. 

Disability Code Defaults to All.  

Select this field to indicate the disability code to be displayed on the 
report. This field displays both the two-digit numeric code and the literal. 
You can select Targeted Disabilities Include for definitions of the 
various disability types. Multiple or block selections are available in this 
field.  

After making your selection(s), select Include, Exclude, Cancel or 
Reset as applicable. 

Gender Defaults to All. 

Select this field to indicate the gender to be displayed on the report. 

Valid values are Male and Female. Multiple or block selections are 

available in this field.  

After making your selection, select Include, Exclude, Cancel or Reset 
as applicable. 

Education Level Defaults to All.  

Select this field to indicate the education level to be displayed on the 
report. Multiple or block selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel or 
Reset as applicable. 
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Field Description/Instruction 

Length of Service Defaults to All.  

Select this field to indicate the length of service range to be displayed on 
the report. This field is categorized in ranges of 5-year increments. 
Multiple or block selections are available in this field.  

After completing your selection(s), select Done or Cancel as applicable. 

Veterans Preference Defaults to All.  

Select this field to indicate whether or not an employee is eligible for 
veterans preference. This preference is used in reduction-in-force (RIF) 
situations, appeals cases, and in other situations where veterans 
preferences are pertinent. Valid values are None, 5-Point, 

10-Point Disability, 10-Point Compensable, 

10-Point Other, and 10-Point 30% Compensable. Multiple 

or block selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Time Frame Defaults to Calendar Year. 

Select this field to indicate the year to be displayed on the report. Use 
the scroll bar to select the applicable year from the box. You must also 
select the applicable radio button to indicate whether or not to run the 
report using the calendar or fiscal year that corresponds with the year 

selected in the box. Valid values for the radio buttons are Calendar 

Year and Fiscal Year. Multiple or block selections are not allowed.  

After completing your selection, select Done or Cancel as applicable. 

Sort By Defaults to Organization. 

Select this field to indicate how you want the report sorted. Multiple or 
block selections are not allowed. After making your selection, select 
Done or Reset as applicable. 
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After running the Nature of Actions report, the Personnel Actions report (with criteria) is 

displayed. 

 

Figure 69: Personnel Actions Report (with criteria) 
 

All Actions Minority Profile 

The All Actions Minority Profile report contains a count of NOACs for an organization on the 

basis of race, sex, and national origin. Data for this report is obtained from the Personnel History 

database and is updated biweekly. 

To run an All Actions Minority Profile report: 

1. Select All Actions Minority Profile on the Personnel Actions Reports menu. The All Actions 

Minority Profile report search fields are displayed. 

 

Figure 70: All Actions Minority Profile Report 
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2. Complete the fields as follows: 

Field Description/Instruction 

Organizational Structure Defaults based upon your security access. 

Select this field to select the organizational information to be displayed 
on the report. After making your selection, select Done, Cancel, or Next 
as appropriate. If you select Next, additional organization information is 
displayed. You can continue to make selections and select Next to 
further customize your selection. There are nine organizational levels 
available when selecting Next. Multiple or block selections are not 
allowed when you select Next. To return to the previous organization 
level, select Previous. Your security access determines how many 
levels of organization information that you can access.  

After completing your selection(s), select Done or Cancel as applicable. 

Personnel Office 
Identifier 

Select this field to indicate the POI to be displayed on the report. POIs 
are listed numerically on this field. The four-digit POI and the name of 
the personnel office are both displayed on the report.  

After making your selection, select Done, Cancel, or Reset as 
applicable. 

Nature of Actions Defaults to All. 

Select this field to select the three-position NOAC to be displayed on the 
report. NOACs are listed numerically. Both the numeric code and the 
literal are displayed on the report. Multiple or block selections are 
available in this field.  

After making your selection(s), select Include, Exclude, Cancel or 
Reset as applicable. 

Pay Plan Defaults to All. 

Select this field to select the applicable pay plan(s) to be displayed on 
the report. For Department of Commerce employees, you can select 
Pay Plan Groupings Include to the right of the selection box to display 
a list of pay plans included in the groupings. Multiple or block selections 
are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Occupational Series Defaults to All.  

Select this field to select the occupational series to be displayed on the 
report. The four-digit code and the literal are both displayed on the 
report. Multiple or block selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 
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Field Description/Instruction 

Grade Defaults to All. 

Select this field to select the two-digit grade(s) to be displayed on the 
report. The grades are displayed in descending order. Multiple or block 
selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Occupation (PATCO) Defaults to All. 

Select this field to display the applicable job code(s) to be displayed on 

the report. Valid values are Professional, Administrative, 

Technical, Clerical, Other, and Blue Collar. Multiple or 

block selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Supervisory Status Defaults to All.  

Select this field to select the applicable supervisory status to be 
displayed on the report. Multiple or block selections are available in this 
field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Location (State) Defaults to All.  

Select this field to select the State to be included on the report. States 
are listed alphabetically. Multiple or block selections are available in this 
field. You can use the scroll bar to search for the applicable State(s).  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Employment Type (PFT) Defaults to All. 

Select this field to indicate the applicable full-time or part-time status of 
the employee. You can select Employment Types Include to display 
definitions of the various employment types. Multiple or block selections 
are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Age Defaults to All.  

Select this field to indicate the applicable age range category to be 
displayed on the report. This field is categorized in ranges of 5-year 
increments. Multiple or block selections are available in this field.  

After making your selection(s), select Done, Cancel, or Reset as 
applicable. 
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Field Description/Instruction 

Disability Code Defaults to All.  

Select this field to indicate the disability code to be displayed on the 
report. This field displays both the two-digit numeric code and the literal. 
You can select Targeted Disabilities Include for definitions of the 
various disability types. Multiple or block selections are available in this 
field.  

After making your selection(s), select Include, Exclude, Cancel or 
Reset as applicable. 

Gender Defaults to All. 

Select this field to indicate the gender to be displayed on the report. 
Valid values are Male and Female. Multiple or block selections are 

available in this field.  

After making your selection, select Include, Exclude, Cancel, or Reset 
as applicable. 

Education Level Defaults to All.  

Select this field to indicate the education level to be displayed on the 
report. Multiple or block selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Length of Service Defaults to All.  

Select this field to indicate the length of service range to be displayed on 
the report. This field is categorized in ranges of 5-year increments. 
Multiple or block selections are available in this field.  

After completing your selection(s), select Done or Cancel as applicable. 

Veterans Preference Defaults to All. 

Select this field to indicate whether or not an employee is eligible for 
veterans preference. This preference is used in RIF situations, appeals 
cases, and in other situations where veterans preferences are pertinent. 

Valid values are None, 5-Point, 10-Point Disability, 

10-Point Compensable, 10-Point Other, and 10-Point 

30% Compensable. Multiple or block selections are available in this 

field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Group the "Two or More 
Races" ERI designations 
that include an Hispanic 
selection as Hispanic: 

Defaults to Yes. 

Select this field to indicate whether or not to group two Ethnicity and 
Race Indicator (ERI) designations as Hispanic if one includes Hispanic 
or Latino. 

After completing your selection(s), select Done or Cancel as applicable.  
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Field Description/Instruction 

Time Frame Defaults to the current year. 

Select this field to indicate the year to be displayed on the report. Use 
the scroll bar to select the applicable year from the box. You must also 
select the applicable radio button to indicate whether or not to run the 
report using the calendar or fiscal year that corresponds with the year 

selected in the box. Valid values for the radio buttons are Calendar 

Year and Fiscal Year. Multiple or block selections are not allowed.  

After completing your selection, select Done or Cancel as applicable. 

Sort By Defaults to Nature of Action Code. 

Select this field to indicate how you want the report sorted. Multiple or 
block selections are not allowed. 

After making your selection, select Done or Reset as applicable. 

After running the All Actions Minority Profile report, the Nature of Actions Minority 

Profile report is displayed. 

 
  

 

Hires 

The Hires report contains a count of new hires in an organization. These are employees with a 

100 Series (1xx), 953, or 955 NOAC. Data from this report is obtained from the Personnel 

History database and is updated biweekly. 
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To run a Hires report: 

1. Select Hires on the Personnel Actions Reports menu. The Hires report search fields are 

displayed. 

 

Figure 71: Hires Report 

2. Complete the fields as follows: 

Field Description/Instruction 

Organizational Structure Defaults based upon your security access.  

Select this field to select the organizational information to be displayed 
on the report. After making your selection, select Done, Cancel, or Next 
as appropriate. If you select Next, additional organization information is 
displayed. You can continue to make selections and select Next to 
further customize your selection. There are nine organizational levels 
available when selecting Next. Multiple or block selections are not 
allowed when you select Next. To return to the previous organization 
level, select Previous. Your security access determines how many 
levels of organization information that you can access.  

After completing your selection(s), select Done or Cancel as applicable. 

Personnel Office 
Identifier 

Select this field to indicate the POI to be displayed on the report. POIs 
are listed numerically on this field. The four-digit POI and the name of 
the personnel office are both displayed on the report.  

After making your selection, select Done, Cancel, or Reset as 
applicable. 
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Field Description/Instruction 

Nature of Actions (For 
New Hires) 

Defaults to All.  

Select this field to indicate the NOAC to be displayed on the report. The 
three-digit NOAC and the literal are both displayed on this field. The 

NOAC for this field is an NOAC with a 100 Series, 953, or 955. 

Multiple or block selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel or 
Reset as applicable. 

Pay Plan Defaults to All. 

Select this field to select the applicable pay plan(s) to be displayed on 
the report. For Department of Commerce employees, you can select 
Pay Plan Groupings Include to the right of the selection box to display 
a list of pay plans included in the groupings. Multiple or block selections 
are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Occupational Series Defaults to All.  

Select this field to select the occupational series to be displayed on the 
report. The four-digit code and the literal are both displayed on the 
report. Multiple or block selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Grade Defaults to All. 

Select this field to select the two-digit grade(s) to be displayed on the 
report. The grades are displayed in descending order. Multiple or block 
selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Occupation (PATCO) Defaults to All.  

Select this field to display the applicable job code(s) to be displayed on 

the report. Valid values are Professional, Administrative, 

Technical, Clerical, Other, and Blue Collar. Multiple or 

block selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Supervisory Status Defaults to All.  

Select this field to select the applicable supervisory status to be 
displayed on the report. Multiple or block selections are available in this 
field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 
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Field Description/Instruction 

Location (State) Defaults to All.  

Select this field to select the State to be included on the report. States 
are listed alphabetically. Multiple or block selections are available in this 
field. You can use the scroll bar to search for the applicable State(s).  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Employment Type (PFT) Defaults to All. 

Select this field to indicate the applicable full-time or part-time status of 
the employee. You can select Employment Types Include to display 
definitions of the various employment types. Multiple or block selections 
are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Age Defaults to All.  

Select this field to indicate the applicable age range category to be 
displayed on the report. This field is categorized in ranges of 5-year 
increments. Multiple or block selections are available in this field.  

After making your selection(s), select Done, Cancel, or Reset as 
applicable. 

Disability Code Defaults to All.  

Select this field to indicate the disability code to be displayed on the 
report. This field displays both the two-digit numeric code and the literal. 
You can select Targeted Disabilities Include for definitions of the 
various disability types. Multiple or block selections are available in this 
field.  

After making your selection(s), select Include, Exclude, Cancel or 
Reset as applicable. 

Gender Defaults to All. 

Select this field to indicate the gender to be displayed on the report. 

Valid values are Male and Female. Multiple or block selections are 

available in this field.  

After making your selection, select Include, Exclude, Cancel or Reset 
as applicable. 

Education Level Defaults to All.  

Select this field to indicate the education level to be displayed on the 
report. Multiple or block selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel or 
Reset as applicable. 
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Field Description/Instruction 

Length of Service Defaults to All.  

Select this field to indicate the length of service range to be displayed on 
the report. This field is categorized in ranges of 5-year increments. 
Multiple or block selections are available in this field.  

After completing your selection(s), select Done or Cancel as applicable. 

Veterans Preference Defaults to All. 

Select this field to indicate whether or not an employee is eligible for 
veterans preference. This preference is used in RIF situations, appeals 
cases, and in other situations where veterans preferences are pertinent. 

Valid values are None, 5-Point, 10-Point Disability, 

10-Point Compensable, 10-Point Other, and 10-Point 

30% Compensable. Multiple or block selections are available in this 

field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Time Frame Defaults to the current year. 

Select this field to indicate the year to be displayed on the report. Use 
the scroll bar to select the applicable year from the box. You must also 
select the applicable radio button to indicate whether or not to run the 
report using the calendar or fiscal year that corresponds with the year 

selected in the box. Valid values for the radio buttons are Calendar 

Year and Fiscal Year. Multiple or block selections are not allowed.  

After completing your selection, select Done or Cancel as applicable. 

Sort By Defaults to Organization. 

Select this field to indicate how you want the report sorted. Multiple or 
block selections are not allowed. 

After making your selection, select Done or Reset as applicable. 
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After running the Hires report, the Hires report (with criteria) is displayed. 

 

Figure 72: Hires Report (with criteria) 
 

Hires Minority Profile 

The Hires Minority Profile report contains a count of new hires in an organization distributed 

across gender and RNO (NOACs 100 Series (1xx), 953, or 955). This data is obtained from 

the Personnel History database and is updated biweekly. 

To run a Hires Minority Profile report: 

1. Select Hires Minority Profile on the Personnel Actions Reports menu. The Hires Minority 

Profile report search fields are displayed. 

 

Figure 73: Hires Minority Profile Report 
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2. Complete the fields as follows: 

Field Description/Instruction 

Organizational Structure Defaults based upon your security access. 

Select this field to select the organizational information to be displayed 
on the report. After making your selection, select Done, Cancel, or Next 
as appropriate. If you select Next, additional organization information is 
displayed. You can continue to make selections and select Next to 
further customize your selection. There are nine organizational levels 
available when selecting Next. Multiple or block selections are not 
allowed when you select Next. To return to the previous organization 
level, select Previous. Your security access determines how many 
levels of organization information that you can access.  

After completing your selection(s), select Done or Cancel, as applicable. 

Personnel Office 
Identifier 

Select this field to indicate the POI to be displayed on the report. POIs 
are listed numerically on this field. The four-digit POI and the name of 
the personnel office are both displayed on the report.  

After making your selection, select Done, Cancel, or Reset as 
applicable. 

Nature of Actions (For 
New Hires) 

Defaults to All.  

Select this field to indicate the NOAC to be displayed on the report. The 
three-digit NOAC and the literal are both displayed on this field. The 

NOAC for this field is an NOAC with a 100 Series, 953, or 955. 

Multiple or block selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Pay Plan Defaults to All. 

Select this field to select the applicable pay plan(s) to be displayed on 
the report. For Department of Commerce employees, you can select 
Pay Plan Groupings Include to the right of the selection box to display 
a list of pay plans included in the groupings. Multiple or block selections 
are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Occupational Series Defaults to All.  

Select this field to select the occupational series to be displayed on the 
report. The four-digit code and the literal are both displayed on the 
report. Multiple or block selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 
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Field Description/Instruction 

Grade Defaults to All. 

Select this field to select the two-digit grade(s) to be displayed on the 
report. The grades are displayed in descending order. Multiple or block 
selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Occupation (PATCO) Defaults to All.  

Select this field to display the applicable job code(s) to be displayed on 
the report. Valid values are Professional, Administrative, 

Technical, Clerical, Other, and Blue Collar. Multiple or 

block selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Supervisory Status Defaults to All.  

Select this field to select the applicable supervisory status to be 
displayed on the report. Multiple or block selections are available in this 
field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Location (State) Defaults to All.  

Select this field to select the State to be included on the report. States 
are listed alphabetically. Multiple or block selections are available in this 
field. You can use the scroll bar to search for the applicable State(s).  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Employment Type (PFT) Defaults to All. 

Select this field to indicate the applicable full-time or part-time status of 
the employee. You can select Employment Types Include to display 
definitions of the various employment types. Multiple or block selections 
are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Age Defaults to All.  

Select this field to indicate the applicable age range category to be 
displayed on the report. This field is categorized in ranges of 5-year 
increments. Multiple or block selections are available in this field.  

After making your selection(s), select Done, Cancel, or Reset as 
applicable. 
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Field Description/Instruction 

Disability Code Defaults to All.  

Select this field to indicate the disability code to be displayed on the 
report. This field displays both the two-digit numeric code and the literal. 
You can select Targeted Disabilities Include for definitions of the 
various disability types. Multiple or block selections are available in this 
field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Gender Defaults to All. 

Select this field to indicate the gender to be displayed on the report. 

Valid values are Male and Female. Multiple or block selections are 

available in this field.  

After making your selection, select Include, Exclude, Cancel, or Reset 
as applicable. 

Education Level Defaults to All.  

Select this field to indicate the education level to be displayed on the 
report. Multiple or block selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Length of Service Defaults to All.  

Select this field to indicate the length of service range to be displayed on 
the report. This field is categorized in ranges of 5-year increments. 
Multiple or block selections are available in this field.  

After completing your selection(s), select Done or Cancel, as applicable. 

Veterans Preference Defaults to All. 

Select this field to indicate whether or not an employee is eligible for 
veterans preference. This preference is used in RIF situations, appeals 
cases, and in other situations where veterans preferences are pertinent. 

Valid values are None, 5-Point, 10-Point Disability, 

10-Point Compensable, 10-Point Other, and 10-Point 

30% Compensable. Multiple or block selections are available in this 

field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Group the "Two or More 
Races" ERI designations 
that include an Hispanic 
selection as Hispanic: 

Defaults to Yes. 

Select this field to indicate whether or not to group two ERI designations 
as Hispanic if one includes Hispanic or Latino. 

After completing your selection(s), select Done or Cancel, as applicable.  
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Field Description/Instruction 

Time Frame Defaults to the current year.  

Select this field to indicate the year to be displayed on the report. Use 
the scroll bar to select the applicable year from the box. You must also 
select the applicable radio button to indicate whether or not to run the 
report using the calendar or fiscal year that corresponds with the year 
selected in the box. Valid values for the radio buttons are Calendar 

Year and Fiscal Year. Multiple or block selections are not allowed.  

After completing your selection, select Done or Cancel, as applicable. 

Sort By Defaults to Organization. 

Select this field to indicate how you want the report sorted. Multiple or 
block selections are not allowed. 

After making your selection, select Done or Reset as applicable. 

After running the Hires Minority Profile report, the New Hires Minority Profile report is 

displayed. 

 
 

Promotions 

The Promotions report contains a count of promotions (NOACs 702 or 703) in an organization. 

This data is obtained from the Personnel History database and is updated biweekly. 
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To run a Promotions report: 

1. Select Promotions on the Personnel Actions Reports menu. The Promotions report search 

fields are displayed. 

 

Figure 74: Promotions Report 

2. Complete the fields as follows: 

Field Description/Instruction 

Organizational Structure Defaults based upon your security access. 

Select this field to select the organizational information to be displayed 
on the report. After making your selection, select Done, Cancel, or Next 
as appropriate. If you select Next, additional organization information is 
displayed. You can continue to make selections and select Next to 
further customize your selection. There are nine organizational levels 
available when selecting Next. Multiple or block selections are not 
allowed when you select Next. To return to the previous organization 
level, select Previous. Your security access determines how many 
levels of organization information that you can access.  

After completing your selection(s), select Done or Cancel, as applicable. 

Personnel Office 
Identifier 

Select this field to indicate the POI to be displayed on the report. POIs 
are listed numerically on this field. The four-digit POI and the name of 
the personnel office are both displayed on the report.  

After making your selection, select Done, Cancel, or Reset as 
applicable. 



Publications Category: Reporting 
 Reporting Center 

 

 
 

131 
 

 

Field Description/Instruction 

Nature of Actions (For 
Promotions) 

Defaults to All. 

Select this field to indicate the applicable promotion NOAC to be 
displayed on the report. The three-digit NOAC and the literal are both 

displayed on this field. Valid values are 702 (Permanent) and 703 

(Temporary). Multiple or block selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Pay Plan Defaults to All. 

Select this field to select the applicable pay plan(s) to be displayed on 
the report. For Department of Commerce employees, you can select 
Pay Plan Groupings Include to the right of the selection box to display 
a list of pay plans included in the groupings. Multiple or block selections 
are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Occupational Series Defaults to All.  

Select this field to select the occupational series to be displayed on the 
report. The four-digit code and the literal are both displayed on the 
report. Multiple or block selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Grade Defaults to All. 

Select this field to select the two-digit grade(s) to be displayed on the 
report. The grades are displayed in descending order. Multiple or block 
selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Occupation (PATCO) Defaults to All. 

Select this field to display the applicable job code(s) to be displayed on 

the report. Valid values are Professional, Administrative, 

Technical, Clerical, Other, and Blue Collar. Multiple or 

block selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Supervisory Status Defaults to All.  

Select this field to select the applicable supervisory status to be 
displayed on the report. Multiple or block selections are available in this 
field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 
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Field Description/Instruction 

Location (State) Defaults to All.  

Select this field to select the State to be included on the report. States 
are listed alphabetically. Multiple or block selections are available in this 
field. You can use the scroll bar to search for the applicable State(s).  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Employment Type (PFT) Defaults to All. 

Select this field to indicate the applicable full-time or part-time status of 
the employee. You can select Employment Types Include to display 
definitions of the various employment types. Multiple or block selections 
are available in this field. After making your selection(s), select Include, 
Exclude, Cancel, or Reset as applicable. 

Age Defaults to All.  

Select this field to indicate the applicable age range category to be 
displayed on the report. This field is categorized in ranges of 5-year 
increments. Multiple or block selections are available in this field. After 
making your selection(s), select Done, Cancel, or Reset as applicable. 

Disability Code Defaults to All. 

Select this field to indicate the disability code to be displayed on the 
report. This field displays both the two-digit numeric code and the literal. 
You can select Targeted Disabilities Include for definitions of the 
various disability types. Multiple or block selections are available in this 
field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Gender Defaults to All. 

Select this field to indicate the gender to be displayed on the report. 

Valid values are Male and Female. Multiple or block selections are 

available in this field.  

After making your selection, select Include, Exclude, Cancel, or Reset 
as applicable. 

Education Level Defaults to All.  

Select this field to indicate the education level to be displayed on the 
report. Multiple or block selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 
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Field Description/Instruction 

Length of Service Defaults to All.  

Select this field to indicate the length of service range to be displayed on 
the report. This field is categorized in ranges of 5-year increments. 
Multiple or block selections are available in this field.  

After completing your selection(s), select Done or Cancel, as applicable. 

Veterans Preference Defaults to All. 

Select this field to indicate whether or not an employee is eligible for 
veterans preference. This preference is used in RIF situations, appeals 
cases, and in other situations where veterans preferences are pertinent. 
Valid values are None, 5-Point, 10-Point Disability, 

10-Point Compensable, 10-Point Other, and 10-Point 

30% Compensable. Multiple or block selections are available in this 

field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Time Frame Defaults to the current year. 

Select this field to indicate the year to be displayed on the report. Use 
the scroll bar to select the applicable year from the box. You must also 
select the applicable radio button to indicate whether or not to run the 
report using the calendar or fiscal year that corresponds with the year 
selected in the box. Valid values for the radio buttons are Calendar 

Year and Fiscal Year. Multiple or block selections are not allowed.  

After completing your selection, select Done or Cancel, as applicable. 

Sort By Defaults to Organization. 

Select this field to indicate how you want the report sorted. Multiple or 
block selections are not allowed. After making your selection, select 
Done or Reset as applicable. 

After running the Promotions report, the Promotions report (with criteria) is displayed. 

 

Figure 75: Promotions Report (with criteria) 
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Promotions Minority Profile 

The Promotions Minority Profile report contains a count of promotions (NOACs 702 or 703) in 

an organization based on gender and race and national origin (RNO). Data for this report is 

obtained from the Personnel History database and is updated biweekly. 

To run a Promotions Minority Profile report: 

1. Select Promotions Minority Profile on the Personnel Actions Reports menu. The 

Promotions Minority Profile report search fields are displayed. 

 

Figure 76: Promotions Minority Profile Report 

2. Complete the fields as follows: 

Field Description/Instruction 

Organizational Structure Defaults based upon your security access.  

Select this field to select the organizational information to be displayed 
on the report. After making your selection, select Done, Cancel, or Next 
as appropriate. If you select Next, additional organization information is 
displayed. You can continue to make selections and select Next to 
further customize your selection. There are nine organizational levels 
available when selecting Next. Multiple or block selections are not 
allowed when you select Next. To return to the previous organization 
level, select Previous. Your security access determines how many 
levels of organization information that you can access.  

After completing your selection(s), select Done or Cancel, as applicable. 
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Field Description/Instruction 

Personnel Office 
Identifier 

Select this field to indicate the POI to be displayed on the report. POIs 
are listed numerically on this field. The four-digit POI and the name of 
the personnel office are both displayed on the report.  

After making your selection, select Done, Cancel, or Reset as 
applicable. 

Nature of Actions (For 
Promotions) 

Defaults to All. 

Select this field to indicate the applicable promotion NOAC to be 
displayed on the report. The three-digit NOAC and the literal are both 

displayed on this field. Valid values are 702 (Permanent) and 703 

(Temporary). Multiple or block selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Pay Plan Defaults to All. 

Select this field to select the applicable pay plan(s) to be displayed on 
the report. For Department of Commerce employees, you can select 
Pay Plan Groupings Include to the right of the selection box to display 
a list of pay plans included in the groupings. Multiple or block selections 
are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Occupational Series Defaults to All.  

Select this field to select the occupational series to be displayed on the 
report. The four-digit code and the literal are both displayed on the 
report. Multiple or block selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Grade Defaults to All. 

Select this field to select the two-digit grade(s) to be displayed on the 
report. The grades are displayed in descending order. Multiple or block 
selections are available in this field. After making your selection(s), 
select Include, Exclude, Cancel, or Reset as applicable. 

Occupation (PATCO) Defaults to All.  

Select this field to display the applicable job code(s) to be displayed on 

the report. Valid values are Professional, Administrative, 

Technical, Clerical, Other, and Blue Collar. Multiple or 

block selections are available in this field. After making your selection(s), 
select Include, Exclude, Cancel, or Reset as applicable. 
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Field Description/Instruction 

Supervisory Status Defaults to All.  

Select this field to select the applicable supervisory status to be 
displayed on the report. Multiple or block selections are available in this 
field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Location (State) Defaults to All.  

Select this field to select the State to be included on the report. States 
are listed alphabetically. Multiple or block selections are available in this 
field. You can use the scroll bar to search for the applicable State(s).  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Employment Type (PFT) Defaults to All. 

Select this field to indicate the applicable full-time or part-time status of 
the employee. You can select Employment Types Include to display 

definitions of the various employment types. Multiple or block selections 
are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Age Defaults to All.  

Select this field to indicate the applicable age range category to be 
displayed on the report. This field is categorized in ranges of 5-year 
increments. Multiple or block selections are available in this field.  

After making your selection(s), select Done, Cancel, or Reset as 
applicable. 

Disability Code Defaults to All.  

Select this field to indicate the disability code to be displayed on the 
report. This field displays both the two-digit numeric code and the literal. 
You can select Targeted Disabilities Include for definitions of the 
various disability types. Multiple or block selections are available in this 
field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Gender Defaults to All.  

Select this field to indicate the gender to be displayed on the report. 

Valid values are Male and Female. Multiple or block selections are 

available in this field.  

After making your selection, select Include, Exclude, Cancel, or Reset 
as applicable. 



Publications Category: Reporting 
 Reporting Center 

 

 
 

137 
 

 

Field Description/Instruction 

Education Level Defaults to All.  

Select this field to indicate the education level to be displayed on the 
report. Multiple or block selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Length of Service Defaults to All.  

Select this field to indicate the length of service range to be displayed on 
the report. This field is categorized in ranges of 5-year increments. 
Multiple or block selections are available in this field.  

After completing your selection(s), select Done or Cancel, as applicable. 

Veterans Preference Defaults to All. 

Select this field to indicate whether or not an employee is eligible for 
veterans preference. This preference is used in RIF situations, appeals 
cases, and in other situations where veterans preferences are pertinent. 

Valid values are None, 5-Point, 10-Point Disability, 

10-Point Compensable, 10-Point Other, and 10-Point 

30% Compensable. Multiple or block selections are available in this 

field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Group the "Two or More 
Races" ERI designations 
that include an Hispanic 
selection as Hispanic: 

Defaults to Yes. 

Select this field to indicate whether or not to group two ERI designations 
as Hispanic if one includes Hispanic or Latino. 

After completing your selection(s), select Done or Cancel, as applicable.  

Time Frame Defaults to the current year.  

Select this field to indicate the year to be displayed on the report. Use 
the scroll bar to select the applicable year from the box. You must also 
select the applicable radio button to indicate whether or not to run the 
report using the calendar or fiscal year that corresponds with the year 

selected in the box. Valid values for the radio buttons are Calendar 

Year and Fiscal Year. Multiple or block selections are not allowed.  

After completing your selection, select Done or Cancel, as applicable. 

Sort By Defaults to Organization. 

Select this field to indicate how you want the report sorted. Multiple or 
block selections are not allowed. 

After making your selection, select Done or Reset as applicable. 
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After running the Promotions Minority Profile report, the Promotions Minority Profile 

report is displayed. 

 
 

Separations 

The Separations report displays a count of separations (NOACs 300 Series (3xx) or 969) for 

an organization. Data for this report is obtained from the Personnel History database and is 

updated biweekly. 

To run a Separation report: 

1. Select Separations on the Personnel Actions Reports menu. The Separations report search 

fields are displayed. 

 

Figure 77: Separations Report 

2. Complete the fields as follows: 

Field Description/Instruction 
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Field Description/Instruction 

Organizational Structure Defaults based upon your security access.  

Select this field to select the organizational information to be displayed 
on the report. After making your selection, select Done, Cancel, or Next 
as appropriate. If you select Next, additional organization information is 
displayed. You can continue to make selections and select Next to 
further customize your selection. There are nine organizational levels 
available when selecting Next. Multiple or block selections are not 
allowed when you select Next. To return to the previous organization 
level, select Previous. Your security access determines how many 
levels of organization information that you can access.  

After completing your selection(s), select Done or Cancel, as applicable. 

Personnel Office 
Identifier 

Select this field to indicate the POI to be displayed on the report. POIs 
are listed numerically on this field. The four-digit POI and the name of 
the personnel office are both displayed on the report.  

After making your selection, select Done, Cancel, or Reset as 
applicable. 

Nature of Actions (For 
Separations) 

Defaults to All. 

Select this field to indicate the separation NOAC to be displayed on the 
report. The three-digit NOAC and the literal are both displayed on the 

report. Valid values are 300 Series and 969. Multiple or block 

selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Pay Plan Defaults to All.  

Select this field to select the applicable pay plan(s) to be displayed on 
the report. For Department of Commerce employees, you can select 
Pay Plan Groupings Include to the right of the selection box to display 

a list of pay plans included in the groupings. Multiple or block selections 
are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Occupational Series Defaults to All.  

Select this field to select the occupational series to be displayed on the 
report. The four-digit code and the literal are both displayed on the 
report. Multiple or block selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Grade Defaults to All. 

Select this field to select the two-digit grade(s) to be displayed on the 
report. The grades are displayed in descending order. Multiple or block 
selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 
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Field Description/Instruction 

Occupation (PATCO) Defaults to All.  

Select this field to display the applicable job code(s) to be displayed on 

the report. Valid values are Professional, Administrative, 

Technical, Clerical, Other, and Blue Collar. Multiple or 

block selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Supervisory Status Defaults to All.  

Select this field to select the applicable supervisory status to be 
displayed on the report. Multiple or block selections are available in this 
field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Location (State) Defaults to All.  

Select this field to select the State to be included on the report. States 
are listed alphabetically. Multiple or block selections are available in this 
field. You can use the scroll bar to search for the applicable State(s).  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Employment Type (PFT) Defaults for this field is All. 

Select this field to indicate the applicable full-time or part-time status of 
the employee. You can select Employment Types Include to display 
definitions of the various employment types. Multiple or block selections 
are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Age Defaults to All. 

Select this field to indicate the applicable age range category to be 
displayed on the report. This field is categorized in ranges of 5-year 
increments. Multiple or block selections are available in this field.  

After making your selection(s), select Done, Cancel, or Reset as 
applicable. 

Disability Code Defaults to All. 

Select this field to indicate the disability code to be displayed on the 
report. This field displays both the two-digit numeric code and the literal. 
You can select Targeted Disabilities Include for definitions of the 
various disability types. Multiple or block selections are available in this 
field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 
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Field Description/Instruction 

Gender Defaults to All. 

Select this field to indicate the gender to be displayed on the report. 

Valid values are Male and Female. Multiple or block selections are 

available in this field.  

After making your selection, select Include, Exclude, Cancel, or Reset 
as applicable. 

Education Level Defaults to All.  

Select this field to indicate the education level to be displayed on the 
report. Multiple or block selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Length of Service Defaults to All.  

Select this field to indicate the length of service range to be displayed on 
the report. This field is categorized in ranges of 5-year increments. 
Multiple or block selections are available in this field.  

After completing your selection(s), select Done or Cancel as applicable. 

Veterans Preference Defaults to All. 

Select this field to indicate whether or not an employee is eligible for 
veterans preference. This preference is used in RIF situations, appeals 
cases, and in other situations where veterans preferences are pertinent. 

Valid values are None, 5-Point, 10-Point Disability, 

10-Point Compensable, 10-Point Other, and 10-Point 

30% Compensable. Multiple or block selections are available in this 

field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Time Frame Defaults to the current year.  

Select this field to indicate the year to be displayed on the report. Use 
the scroll bar to select the applicable year from the box. You must also 
select the applicable radio button to indicate whether or not to run the 
report using the calendar or fiscal year that corresponds with the year 

selected in the box. Valid values for the radio buttons are Calendar 

Year and Fiscal Year. Multiple or block selections are not allowed.  

After completing your selection, select Done or Cancel as applicable. 

Sort By Defaults to Organization. 

Select this field to indicate how you want the report sorted. Multiple or 
block selections are not allowed. 

After making your selection, select Done or Reset as applicable. 
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After running the Separations report, the Separations report (with criteria) is displayed. 

 

Figure 78: Separations Report (with criteria) 
 

Separations Minority Profile 

The Separations Minority Profile report displays a count of separations for an organization based 

on gender and RNO (NOAC 300 Series (3xx) or 969). Data for this report is obtained from 

the Personnel History database and is updated biweekly. 

To run a Separations Minority Profile report: 

1. Select Separations Minority Profile on the Personnel Actions Reports menu. The 

Separations Minority Profile search fields are displayed. 

 

Figure 79: Separations Minority Profile Report 
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2. Complete the fields as follows: 

Field Description/Instruction 

Organizational Structure Defaults based upon your security access.  

Select this field to select the organizational information to be displayed 
on the report. After making your selection, select Done, Cancel, or Next 
as appropriate. If you select Next, additional organization information is 
displayed. You can continue to make selections and select Next to 
further customize your selection. There are nine organizational levels 
available when selecting Next. Multiple or block selections are not 
allowed when you select Next. To return to the previous organization 
level, select Previous. Your security access determines how many 
levels of organization information that you can access.  

After completing your selection(s), select Done or Cancel as applicable. 

Personnel Office 
Identifier 

Select this field to indicate the POI to be displayed on the report. POIs 
are listed numerically on this field. The four-digit POI and the name of 
the personnel office are both displayed on the report.  

After making your selection, select Done, Cancel, or Reset as 
applicable. 

Nature of Actions (For 
Separations) 

Defaults to All. 

Select this field to indicate the separation NOAC to be displayed on the 
report. The three-digit NOAC and the literal are both displayed on the 

report. Valid values are 300 Series and 969. Multiple or block 

selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Pay Plan Defaults to All. 

Select this field to select the applicable pay plan(s) to be displayed on 
the report. For Department of Commerce employees, you can select 
Pay Plan Groupings Include to the right of the selection box to display 

a list of pay plans included in the groupings. Multiple or block selections 
are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Occupational Series Defaults to All.  

Select this field to select the occupational series to be displayed on the 
report. The four-digit code and the literal are both displayed on the 
report. Multiple or block selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Grade Defaults to All.Select this field to select the two-digit grade(s) to be 

displayed on the report. The grades are displayed in descending order. 
Multiple or block selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 
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Field Description/Instruction 

Occupation (PATCO) Defaults to All.  

Select this field to display the applicable job code(s) to be displayed on 

the report. Valid values are Professional, Administrative, 

Technical, Clerical, Other, and Blue Collar. Multiple or 

block selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Supervisory Status Defaults to All.  

Select this field to select the applicable supervisory status to be 
displayed on the report. Multiple or block selections are available in this 
field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Location (State) Defaults to All.  

Select this field to select the State to be included on the report. States 
are listed alphabetically. Multiple or block selections are available in this 
field. You can use the scroll bar to search for the applicable State(s).  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Employment Type (PFT) Defaults to All. 

Select this field to indicate the applicable full-time or part-time status of 
the employee. You can select Employment Types Include to display 
definitions of the various employment types. Multiple or block selections 
are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Age Default to All. Select this field to indicate the applicable age range 

category to be displayed on the report. This field is categorized in ranges 
of 5-year increments. Multiple or block selections are available in this 
field.  

After making your selection(s), select Done, Cancel, or Reset as 
applicable. 

Disability Code Defaults to All.  

Select this field to indicate the disability code to be displayed on the 
report. This field displays both the two-digit numeric code and the literal. 
You can select Targeted Disabilities Include for definitions of the 
various disability types. Multiple or block selections are available in this 
field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 
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Field Description/Instruction 

Gender Defaults to All. 

Select this field to indicate the gender to be displayed on the report. 

Valid values are Male and Female. Multiple or block selections are 

available in this field.  

After making your selection, select Include, Exclude, Cancel, or Reset 
as applicable. 

Education Level Defaults to All. 

Select this field to indicate the education level to be displayed on the 
report. Multiple or block selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Length of Service Defaults to All. Select this field to indicate the length of service range 

to be displayed on the report. This field is categorized in ranges of 5 
year increments. Multiple or block selections are available in this field.  

After completing your selection(s), select Done or Cancel as applicable. 

Veterans Preference Defaults to All. 

Select this field to indicate whether or not an employee is eligible for 
veterans preference. This preference is used in RIF situations, appeals 
cases, and in other situations where veterans preferences are pertinent. 

Valid values are None, 5-Point, 10-Point Disability, 

10-Point Compensable, 10-Point Other, and 10-Point 

30% Compensable. Multiple or block selections are available in this 

field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Group the "Two or More 
Races" ERI designations 
that include an Hispanic 
selection as Hispanic 

Defaults to Yes. 

Select this field to indicate whether or not to group two ERI designations 
as Hispanic if one includes Hispanic or Latino. 

After completing your selection(s), select Done or Cancel as applicable.  

Time Frame Defaults to the current year.  

Select this field to indicate the year to be displayed on the report. Use 
the scroll bar to select the applicable year from the box. You must also 
select the applicable radio button to indicate whether or not to run the 
report using the calendar or fiscal year that corresponds with the year 

selected in the box. Valid values for the radio buttons are Calendar 

Year and Fiscal Year. Multiple or block selections are not allowed.  

After completing your selection, select Done or Cancel as applicable. 
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Field Description/Instruction 

Sort By Defaults to Organization. 

Select this field to indicate how you want the report sorted. Multiple or 
block selections are not allowed.  

After making your selection, select Done or Reset as applicable. 

After running the Separations Minority Profile report, the Separations Minority Profile 

report is displayed. 

 
 

1102/1105 Series Listing 

The Contracting (1102) and Purchasing (1105) Series Listing report contains data concerning 

Occupational Series 1102, Contracting, and 1105, Purchasing. Data for this report is obtained 

from the PPS database and is updated biweekly. 
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To run a Contracting (1102) and Purchasing (1105) Series Listing report: 

1. Select 1102/1105 Series Listing on the Workforce Reports menu. The Contracting (1102) 

and Purchasing (1105) Series Listing report search fields are displayed. 

 

Figure 80: Contracting (1102) and Purchasing (1105) Series Listing Report 

2. Complete the fields as follows: 

Field Description/Instruction 

Report Type Select this field to indicate which type of report to be displayed on the 

report. Valid values are Detail Listing (Includes Name and SSN), 

Detail Listing (Without Name and SSNO), and Salary 

and Benefits Summary.  

After completing your selection, select Done or Reset as applicable. 
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Field Description/Instruction 

Organizational Structure Defaults based upon your security access. 

Select this field to select the organizational information to be displayed 
on the report. After making your selection, select Done, Cancel, or Next 
as appropriate. If you select Next, additional organization information is 
displayed. You can continue to make selections and select Next to 
further customize your selection. There are nine organizational levels 
available when selecting Next. Multiple or block selections are not 
allowed when you select Next. To return to the previous organization 
level, select Previous. Your security access determines how many 
levels of organization information that you can access.  

After completing your selection(s), select Done or Cancel as applicable. 

Personnel Office 
Identifier 

Select this field to indicate the POI to be displayed on the report. POIs 
are listed numerically on this field. The four-digit POI and the name of 
the personnel office are both displayed on the report.  

After making your selection, select Done, Cancel, or Reset as 
applicable. 

Pay Plan Defaults to All. 

Select this field to select the applicable pay plan(s) to be displayed on 
the report. For Department of Commerce employees, you can select 
Pay Plan Groupings Include to the right of the selection box to display 
a list of pay plans included in the groupings. Multiple or block selections 
are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Occ Ser System generated with occupational series 1102 and 1105. You 

cannot enter data in this field. 

Grade Defaults to All. 

Select this field to select the two-digit grade(s) to be displayed on the 
report. The grades are displayed in descending order. Multiple or block 
selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Occupation (PATCO) Defaults to All.  

Select this field to display the applicable job code(s) to be displayed on 

the report. Valid values are Professional, Administrative, 

Technical, Clerical, Other, and Blue Collar. Multiple or 

block selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 
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Field Description/Instruction 

Supervisory Status Defaults to All.  

Select this field to select the applicable supervisory status to be 
displayed on the report. Multiple or block selections are available in this 
field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Location (Duty State) Defaults to All.  

Select this field to select the duty State of the organization. Multiple or 
block selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Location (Duty City) Defaults to for this field is All.  

Select this field to select the duty city of the organization. The options 
available for this field are determined by the selection(s) made in the 
Location (Duty State) field. Multiple or block selections are available in 
this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Location (Duty County) Defaults to All. Select this field to select the duty county of the 

organization. The options available for this field are determined by the 
selection(s) made in the Location (Duty City) field. Multiple or block 
selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Employment Type (PFT) Defaults to All.  

Select this field to indicate the applicable full-time or part-time status of 
the employee. You can select Employment Types Include to display 
definitions of the various employment types. Multiple or block selections 
are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Age Defaults to All.  

Select this field to indicate the applicable age range category to be 
displayed on the report. This field is categorized in ranges of 5-year 
increments. Multiple or block selections are available in this field.  

After making your selection(s), select Done, Cancel, or Reset as 
applicable. 
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Field Description/Instruction 

Disability Code Defaults to All.  

Select this field to indicate the disability code to be displayed on the 
report. This field displays both the two-digit code and the literal. You can 
select Targeted Disabilities Include to display various disability types. 
Multiple or block selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Gender Select this field to indicate the gender to be displayed on the report. 

Valid values are Male and Female. The default for this field is All. 

Multiple or block selections are available in this field.  

After making your selection, select Include, Exclude, Cancel, or Reset 
as applicable. 

Race and National Origin Defaults to All.  

Select this field to indicate the RNO to be displayed on the report. 
Multiple or block selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Education Level Defaults to All.  

Select this field to indicate the education level to be displayed on the 
report. Multiple or block selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Tenure Group Defaults to All.  

Select this field to indicate which tenure group to be displayed on the 

report. Valid values are Not In Any Retention Group, Group 

1, Group 2, and Group 3. Multiple or block selections are available 

in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Uniform Service Status Defaults to All. 

Select this field to indicate the uniform service status to be displayed on 

the report. Valid values are None, Ready Reserve, Standby 

Reserve, National Guard, Retired Military-Regular, 

and Retired Military-Nonregular. Multiple or block 

selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 
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Field Description/Instruction 

Veteran Status Defaults to All. Select this field to indicate the veteran status to be 

displayed on the report. Valid values are Not a Veteran of the 

Vietnam Era (Prior to 9/30/91, Vietnam Era Veteran, 

Pre-Vietnam Era Veteran, Post-Vietnam Era Veteran, 

and Not a Veteran (After 9/30/91). Multiple or block 

selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

SCD Date (Leave) Select the down arrows to indicate the range, month, day, and year for 
the service computation date (SCD) for leave for the employee(s) to be 
displayed on the report. The first down arrow sets the parameters of the 
report. 

Valid values for the first down arrow are Equals, Not Equal To, 

Less Than or Equal To, Less Than, Greater Than or 

Equal To, and Greater Than. 

The second down arrow is used to indicate the month. Valid values are 

01 through 12. 

The third down arrow is used to indicate the day. Valid values are 01 

through 31. 

The fourth down arrow is used to indicate the year. Valid values are 

1945 through 2005. 

Multiple or block selections are not available in this field.  

After making your selection(s), select Done, Cancel, or Reset as 
applicable. 

Separation Accession 
Type 

Defaults to Not Separated or Accession this Pay 

Period. Select this field to indicate the separation accession status to 

be included on the report. Valid values are Not Separated, 

Regular, Deceased, and Accession this Pay Period. 

Multiple or block selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Type of Appointment Defaults to All.  

Select this field to indicate the appointment type to be displayed on the 
report. Multiple or block selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 
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Field Description/Instruction 

Employment Type Defaults to All. 

Select this field to indicate the employee’s employment type. Valid 

values are Full-time, Part-time, Intermittent, Fee 

basis of piecework, and First 40 hours. Multiple or block 

selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Special Employee Code Defaults to All.  

Select this field to indicate the special employee code to be displayed on 
the report. Both the two-digit numeric code and the alpha literal are 
displayed in this field. Multiple or block selections are available in this 
field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Retirement System Select this field to indicate the retirement system to be displayed on the 
report. Multiple or block selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Sort Order Defaults to Last Name. Select this field to select the applicable sort 

options. Select the down arrow to display the various sort options. Each 
level has two parts. The first part is the literal sort, and the second part is 
whether or not you want to sort in ascending or descending order.  

After making your selection, select Done, Cancel, or Reset as 
applicable. 

After running the Contracting (1102) and Purchasing (1105) Series Listing report, the 

Contracting (1102) and Purchasing (1105) Series Listing report (with criteria) is 

displayed. 
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Workforce Reports 

This reporting category contains various reports that reflect workforce diversity information. 

This section includes the following topics: 

Age Profile ................................................................................................................ 156 

Alpha/SSNO Listing ................................................................................................. 160 

CPDF Error Report ................................................................................................... 161 

Canc. Payments Req Agcy (DOTS) ........................................................................ 167 

Civilian Employment (SF-113A) Report ................................................................. 169 

Civilian Employment (SF-113G) Report ................................................................. 171 

Comp Time-Current Balance .................................................................................. 173 

Comp Time-Regular Comp Time Data ................................................................... 175 

Comp Time-Regular Earned and Used .................................................................. 177 

Comp Time-Travel Comp Time Balance ................................................................ 179 

Dental Plan Payment Report ................................................................................... 182 

Dental/Vision Plan Report ....................................................................................... 184 

Dues Withheld .......................................................................................................... 185 

EPP ESS Transaction .............................................................................................. 190 

EPP Inactive User Accounts ................................................................................... 192 

EPP Usage Statistics ............................................................................................... 193 

EPP User Accounts (DoC) ...................................................................................... 194 

Earnings Limitation Report ..................................................................................... 195 

Education Level Profile ........................................................................................... 201 

Emergency Contacts ............................................................................................... 205 

Employee Search (By Last Name) .......................................................................... 206 

Employee Search (By SSNO) .................................................................................. 228 

Employment Changes ............................................................................................. 229 

Employment by Disability Code ............................................................................. 233 

Flex Fund .................................................................................................................. 238 

GLUG4811 Appalach Regl Commission ................................................................ 242 

Gains and Losses .................................................................................................... 244 

Gender Profile .......................................................................................................... 249 

Grade Distribution 2.0 ............................................................................................. 253 

Grade Range ............................................................................................................ 259 

Grades Across Minority and Gender ..................................................................... 264 

Holiday Time Costs ................................................................................................. 268 

Leave Balances ........................................................................................................ 272 

Leave Trends ........................................................................................................... 279 

Length of Service Profile ........................................................................................ 281 
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Life Insurance Listing .............................................................................................. 286 

Long Term Care ....................................................................................................... 293 

Lump Sum Annual Leave Payments ...................................................................... 294 

MD-715-EEOC Workforce Data ............................................................................... 298 
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Age Profile 

The Age Profile report contains a count by age range of employees in an organization. Data for 

this report is obtained from the Personnel History database and is updated biweekly. 

To run an Age Profile report: 

1. Select Age Profile on the Workforce Reports menu. the Age Profile report search fields 

are displayed. 

 

Figure 81: Age Profile Report 

2. Complete the fields as follows: 

Field Description/Instruction 

Organizational Structure Defaults based upon your security access. 

Select this field to select the organizational information to be displayed 
on the report. After making your selection, select Done, Cancel, or Next 
as appropriate. If you select Next, additional organization information is 
displayed. You can continue to make selections and select Next to 
further customize your selection. There are nine organizational levels 
available when selecting Next. Multiple or block selections are not 
allowed when you select Next. To return to the previous organization 
level, select Previous. Your security access determines how many 
levels of organization information that you can access.  

After completing your selection(s), select Done or Cancel as applicable. 

Personnel Office 
Identifier 

Select this field to indicate the POI to be displayed on the report. POIs 
are listed numerically on this field. The four-digit POI and the name of 
the personnel office are both displayed on the report.  

After making your selection, select Done, Cancel, or Reset as 
applicable. 
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Field Description/Instruction 

Pay Plan Defaults to All. 

Select this field to select the applicable pay plan(s) to be displayed on 
the report. For Department of Commerce employees, you can select 
Pay Plan Groupings Include to the right of the selection box to display 
a list of pay plans included in the groupings. Multiple or block selections 
are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Occupational Series Defaults to All.  

Select this field to select the occupational series to be displayed on the 
report. The four-digit code and the literal are both displayed on the 
report. Multiple or block selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Grade: Defaults to All.  

Select this field to select the two-digit grade(s) to be displayed on the 
report. The grades are displayed in descending order. Multiple or block 
selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Occupation (PATCO) Defaults to All.  

Select this field to display the applicable job code(s) to be displayed on 

the report. Valid values are Professional, Administrative, 

Technical, Clerical, Other, and Blue Collar. Multiple or 

block selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Location (State) Defaults to All. 

Select this field to indicate the State(s) to be displayed on the report. 
The States are listing alphabetically. You can use the scroll bar to 
search for the applicable State(s). Multiple or block selections are 
available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Employment Type (PFT) Defaults to All. 

Select this field to indicate the applicable full-time or part-time status of 
the employee. You can select Employment Types Include to display 
definitions of the various employment types. Multiple or block selections 
are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 
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Field Description/Instruction 

Veterans Preference Defaults to All. 

Select this field to indicate whether or not an employee is eligible for 
veterans preference. This preference is used in RIF situations, appeals 
cases, and in other situations where veterans preferences are pertinent. 

Valid values are None, 5-Point, 10-Point Disability, 

10-Point Compensable, 10-Point Other, and 10-Point 

30% Compensable. Multiple or block selections are available in this 

field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Disability Code Defaults to All.  

Select this field to indicate the disability code to be displayed on the 
report. This field displays both the two-digit code and the literal. You can 
select Targeted Disabilities Include to display various disability types. 
Multiple or block selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Gender Defaults to All.  

Select this field to indicate the gender to be displayed on the report. 

Valid values are Male and Female. Multiple or block selections are 

available in this field.  

After making your selection, select Include, Exclude, Cancel, or Reset 
as applicable. 

Ethnicity/Race and 
National Origin (ERI) 

Defaults to All.  

Select this field to indicate the Enterprise Human Resources Integration 
(EHRI) information to be displayed on the report. Multiple or block 
selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Education Level Defaults to All. 

Select this field to indicate the education level to be displayed on the 
report. Multiple or block selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Supervisory Status Defaults to All.  

Select this field to select the applicable supervisory status to be 
displayed on the report. Multiple or block selections are available in this 
field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 
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Field Description/Instruction 

Length of Service Defaults to All.  

Select this field to indicate the length of service range to be displayed on 
the report. This field is categorized in ranges of 5-year increments. 
Multiple or block selections are available in this field.  

After completing your selection(s), select Done or Cancel as applicable. 

Include Percentages? Defaults to All. 

Select this field to indicate whether or not to include percentage columns 
for each date column on the report. Valid values are No and Yes. 

Multiple or block selections are not available in this field.  

After completing your selection(s), select Done or Cancel as applicable. 

Group the "Two or More 
Races" ERI designations 
that include an Hispanic 
selection as Hispanic: 

Defaults to Yes. 

Select this field to indicate whether or not to group two ERI designations 
as Hispanic if one includes Hispanic or Latino. 

After completing your selection(s), select Done or Cancel as applicable.  

Time Frame: Select this field to indicate the year to be displayed on the report. Use 
the scroll bar to select the applicable year from the box. You must also 
select the applicable radio button to indicate whether or not to run the 
report using the calendar or fiscal year that corresponds with the year 

selected in the box. Valid values for the radio buttons are Calendar 

Year and Fiscal Year. Multiple or block selections are not allowed.  

After completing your selection, select Done or Cancel as applicable. 

Sort By: Defaults to Organization.  

Select this field to indicate how you want the report sorted. Multiple or 
block selections are not allowed.  

After making your selection, select Done or Reset as applicable. 

After running the Age Profile report, the Age Profile report (with criteria) is displayed. 
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Alpha/SSNO Listing 

The Alpha/SSNO Listing report contains a list of the current and past employees in an 

organization. Data for this report is obtained from the PPS database. 

To run an Alpha/SSNO Listing report: 

1. Select Alpha/SSNO Listing on the Workforce Reports menu. The Alpha/SSNO Listing 

report search fields are displayed. 

 

Figure 82: Alpha/SSNO Listing Report 

2. Complete the fields as follows: 

Field Description/Instruction 

Organization Code Defaults to All. 

Select this field to select the applicable organizational code. Multiple or 
block selections are available in this field.  

After making your selection(s), select Done, Cancel, or Reset as 
applicable. 

Last Name Search Select this field to type the applicable last name. 

After making your selection(s), select Done, Cancel, or Reset as 
applicable. 

SSNO Search: Select this field to type the applicable SSN. 

After typing the SSN, select Done, Cancel, or Reset as applicable. 

Sort Order: Defaults to Last Name. 

Select this field to select the applicable sort options. Select the down 
arrow to display the various sort options. Each level has two parts. The 
first part is the literal sort, and the second part is whether or not you 
want to sort in ascending or descending order. 

After making your selection(s), select Done, Cancel, or Reset as 
applicable. 
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After running the Alpha/SSNO Listing report, the Alpha/SSNO Listing report (with 

criteria) is displayed. 

 

Figure 83: Alpha/SSNO Listing Report (with criteria) 
 

CPDF Error Report 

The CPDF Error report contains displays Current Appointment Authority (CAA) status errors by 

specific error type. Data for this report is obtained from NFC's PPS database and is updated 

biweekly. 
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To run a CPDF Error report: 

1. Select CPDF Error Report on the Workforce Reports menu. the CPDF Error report search 

fields are displayed. 

 

Figure 84: CPDF Error Report 

2. Complete the fields as follows: 

Field Description/Instruction 

Organizational Structure Defaults based upon your security access. 

Select this field to select the organizational information to be displayed 
on the report. After making your selection, select Done, Cancel, or Next 
as appropriate. If you select Next, additional organization information is 
displayed. You can continue to make selections and select Next to 
further customize your selection. There are nine organizational levels 
available when selecting Next. Multiple or block selections are not 
allowed when you select Next. To return to the previous organization 
level, select Previous. Your security access determines how many 
levels of organization information that you can access.  

After completing your selection(s), select Done or Cancel as applicable. 



Publications Category: Reporting 
 Reporting Center 

 

 
 

163 
 

 

Personnel Office 
Identifier 

Select this field to indicate the POI to be displayed on the report. POIs 
are listed numerically on this field. The four-digit POI and the name of 
the personnel office are both displayed on the report.  

After making your selection, select Done, Cancel, or Reset as 
applicable. 

Pay Plan Defaults to All. 

Select this field to select the applicable pay plan(s) to be displayed on 
the report. For Department of Commerce employees, you can select 
Pay Plan Groupings Include to the right of the selection box to display 
a list of pay plans included in the groupings. Multiple or block selections 
are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Occupational Series Defaults to All.  

Select this field to select the occupational series to be displayed on the 
report. The four-digit code and the literal are both displayed on the 
report. Multiple or block selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Grade Defaults to All.  

Select this field to select the two-digit grade(s) to be displayed on the 
report. The grades are displayed in descending order. Multiple or block 
selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Occupation (PATCO) Defaults to All.  

Select this field to display the applicable job code(s) to be displayed on 
the report. Valid values are Professional, Administrative, 

Technical, Clerical, Other, and Blue Collar. Multiple or 

block selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Supervisory Status Defaults to All.  

Select this field to select the applicable supervisory status to be 
displayed on the report. Multiple or block selections are available in this 
field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 
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Location (Duty State) Defaults to All.  

Select this field to select the duty State of the organization. Multiple or 
block selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Location (Duty City) Defaults to All.  

Select this field to select the duty city of the organization. Valid values 
for this field are determined by the selection(s) made in the Location 
(Duty State) field. You cannot select this field until a selection(s) has 
been made in the Location (Duty State) field. Multiple or block selections 
are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Location (Duty County) Defaults to All.  

Select this field to select the duty county of the organization. Valid 
values for this field are determined by the selection(s) made in the 
Location (Duty State) field. You cannot select this field until a 
selection(s) has been made in the Location (Duty State) field. Multiple or 
block selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Employment Type (PFT) Defaults to All. 

Select this field to indicate the applicable full-time or part-time status of 
the employee. You can select Employment Types Include to display 
definitions of the various employment types. Multiple or block selections 
are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Age Defaults to All.  

Select this field to indicate the applicable age range category to be 
displayed on the report. This field is categorized in ranges of 5-year 
increments. Multiple or block selections are available in this field.  

After making your selection(s), select Done, Cancel, or Reset as 
applicable. 

Disability Code Defaults to All.  

Select this field to indicate the disability code to be displayed on the 
report. This field displays both the two-digit code and the literal. You can 
select Targeted Disabilities Include to display various disability types. 

Multiple or block selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 
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Gender Defaults to All.  

Select this field to indicate the gender to be displayed on the report. 

Valid values are Male and Female. Multiple or block selections are 

available in this field.  

After making your selection, select Include, Exclude, Cancel, or Reset 
as applicable. 

Race and National Origin Defaults to All.  

Select this field to indicate the EHRI information to be displayed on the 
report. Multiple or block selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Education Level Defaults to All. 

Select this field to indicate the education level to be displayed on the 
report. Multiple or block selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Tenure Group Defaults to All.  

Select this field to indicate which tenure group to be displayed on the 

report. Valid values are Not In Any Retention Group, Group 

1, Group 2, and Group 3. Multiple or block selections are available 

in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Uniform Service Status Defaults to All. 

Select this field to indicate the uniform service status to be displayed on 

the report. Valid values are None, Ready Reserve, Standby 

Reserve, National Guard, Retired Military-Regular, 

and Retired Military-Nonregular. Multiple or block 

selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Veterans Status Defaults to All.  

Select this field to indicate the veteran status to be displayed on the 
report. Valid values are Not a Veteran of the Vietnam Era 

(Prior to 9/30/91, Vietnam Era Veteran, 

Pre-Vietnam Era Veteran, Post-Vietnam Era Veteran, 

and Not a Veteran (After 9/30/91). Multiple or block 

selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 
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SCD Date (Leave) Select the down arrows to indicate the range, month, day, and year for 
the SCD for leave for the employee(s) to be displayed on the report. The 
first down arrow sets the parameters of the report. 

Valid values for the first down arrow are Equals, Not Equal To, 

Less Than or Equal To, Less Than, Greater Than or 

Equal To, and Greater Than. 

The second down arrow is used to indicate the month. Valid values are 

01 through 12. 

The third down arrow is used to indicate the day. Valid values are 01 

through 31. 

The fourth down arrow is used to indicate the year. Valid values are 

1945 through 2005. 

Multiple or block selections are not available in this field.  

After making your selection(s), select Done, Cancel, or Reset as 
applicable. 

Separation Accession 
Type: 

Defaults to Not Separated or Accession this Pay 

Period.  

Select this field to indicate the separation accession status to be 

included on the report. Valid values are Not Separated, Regular, 

Deceased, and Accession this Pay Period. Multiple or block 

selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Type of Appointment Defaults to All. 

Select this field to indicate the appointment type to be displayed on the 
report. Multiple or block selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Employment Type Defaults to All.  

Select this field to indicate the employee’s employment type. Valid 

values are Full-time, Part-time, Intermittent, Fee 

basis of piecework, and First 40 hours. Multiple or block 

selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Special Employee Code Defaults to All.  

Select this field to indicate the special employee code to be displayed on 
the report. Both the two-digit numeric code and the alpha literal are 
displayed in this field. Multiple or block selections are available in this 
field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 
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Retirement System Select this field to indicate the retirement system to be displayed on the 
report. Multiple or block selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Sort Order Defaults to Last Name.  

Select this field to select the applicable sort options. Select the down 
arrow to display the various sort options. Each level has two parts. The 
first part is the literal sort, and the second part is whether or not you 
want to sort in ascending or descending order.  

After making your selection, select Done, Cancel, or Reset as 
applicable. 

After running the CPDF Error Report, the CPDF Current Appointment Authority (CAA) Error 

Listing report (with criteria) is displayed. 

 
 

Canc. Payments Req Agcy (DOTS) 

The Canceled Payments Requiring Agency Action (DOTS) report contains information on 

canceled payments that have been returned to NFC and require Agency action. Data for this 

report is obtained from the Document Tracking System (DOTS) and is updated daily. 
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To run a Canceled Payments Required Agency Action (DOTS) report: 

1. Select Canc. Payments Req. Agcy Action (DOTS) on the Workforce Reports menu. The 

Canceled Payments Required Agency Action (DOTS) report search fields are displayed. 

 

Figure 85: Canc. Payments Req. Agcy Action (DOTS) Report 

2. Complete the fields as follows: 

Field Description/Instruction 

Organizational Structure Defaults based upon your security access. 

Select this field to select the organizational information to be displayed 
on the report. After making your selection, select Done, Cancel, or Next 
as appropriate. If you select Next, additional organization information is 
displayed. You can continue to make selections and select Next to 
further customize your selection. There are nine organizational levels 
available when selecting Next. Multiple or block selections are not 
allowed when you select Next. To return to the previous organization 
level, select Previous. Your security access determines how many 
levels of organization information that you can access.  

After completing your selection(s), select Done or Cancel as applicable. 

Personnel Office 
Identifier 

Select this field to indicate the POI to be displayed on the report. POIs 
are listed numerically on this field. The four-digit POI and the name of 
the personnel office are both displayed on the report.  

After making your selection, select Done, Cancel, or Reset as 
applicable. 

Exclude Matching 
Names: 

Defaults to Yes. 

Select this field to indicate whether or not to exclude records where the 
name and payee name match exactly. 

After making your selection, select Done, Cancel, or Reset as 
applicable. 

Year and Pay Period Select this field to indicate the year and pay period to be displayed on 
the report. The two-digit pay period number and the four-digit year are 
both displayed in this field.  

After completing your selection(s), select Done or Cancel as applicable. 
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After running the Canceled Payments Requiring Agency Action (DOTS) report, the 

Canceled Payments Requiring Agency Action report (with criteria) is displayed. 

 

Figure 86: Canceled Payments Requiring Agency Action Report (with criteria) 
 

Civilian Employment (SF-113A) Report 

The Civilian Employment SF-113-A report contains data from the SF 133, Monthly Report of 

Federal Civilian Employment. 

This report is divided into four sections: 

 Section I, Current Status, displays the total paid employment by category and geographic 

area.  

 Section II, Payroll, displays wage and lump sum data.  

 Section III, Turnover, displays data regarding accessions and separations.  

 Section IV, Data Excluding Special Employment Categories, displays data concerning 

paid employees who are subject to employment ceilings.  

Data for this report is obtained from the EMPR database and is updated biweekly. 

To run a Civilian Employment (SF-113A) report: 

1. Select Civilian Employment (SF-113A) report on the Workforce Reports menu. The Civilian 

Employment (SF-113A) search fields are displayed. 

 

Figure 87: Civilian Employment (SF-113A) Report 

2. Complete the fields as follows: 
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Field Description/Instruction 

Organizational Structure Defaults based upon your security access.  

Select this field to select the organizational information to be displayed 
on the report. After making your selection, select Done, Cancel, or Next 
as appropriate. If you select Next, additional organization information is 
displayed. You can continue to make selections and select Next to 
further customize your selection. There are nine organizational levels 
available when selecting Next. Multiple or block selections are not 
allowed when you select Next. To return to the previous organization 
level, select Previous. Your security access determines how many 
levels of organization information that you can access.  

After completing your selection(s), select Done or Cancel as applicable. 

Employment Month Defaults to All.  

Select this field to indicate the month and year to be displayed on the 
report.  

After making your selection, select Done, Cancel, or Reset as 
applicable. 

Employment Coverage Defaults to All.  

Select this field to indicate the report name, Department, Agency to be 
displayed on the report. You must complete the Organizational Structure 
and Employment Month fields before you can select this field.  

After making your selection, select Done, Cancel, or Reset as 
applicable. 
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After running the Civilian Employment SF-113-A Report, the Monthly Report of Federal 

Civilian Employment (SF-113-A Format) report (with criteria) is displayed. 

 
 

Civilian Employment (SF-113G) Report 

The Civilian Employment SF-113-G report displays data from SF 133G, Monthly Report of 

Full-Time Equivalent/Work-Year Civilian Employment. This report displays the number of 

employees subject to the ceiling. Data for this report is obtained from the EMPR database and is 

updated biweekly. 

To run a Civilian Employment (SF-113G) report: 

1. Select Civilian Employment (SF-113G) on the Workforce Reports menu. The Civilian 

Employment (SF-113G) report search fields are displayed. 

 

Figure 88: Civilian Employment SF-113-G Report 
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2. Complete the fields as follows: 

Field Description/Instruction 

Organizational Structure Defaults based upon your security access.  

Select this field to select the organizational information to be displayed 
on the report. After making your selection, select Done, Cancel, or Next 
as appropriate. If you select Next, additional organization information is 
displayed. You can continue to make selections and select Next to 
further customize your selection. There are nine organizational levels 
available when selecting Next. Multiple or block selections are not 
allowed when you select Next. To return to the previous organization 
level, select Previous. Your security access determines how many 
levels of organization information that you can access.  

After completing your selection(s), select Done or Cancel as applicable. 

Direct Hire (Yes/No): Defaults to No.  

Select this field to indicate whether or not this employee is a direct hire. 

Valid values are Yes and No.  

After making your selection, select Done, Cancel, or Reset as 
applicable. 

Report Period: Defaults to All.  

Select this field to indicate the timeframe to be displayed on the report.  

After making your selection, select Done, Cancel, or Reset as 
applicable. 

Employment Coverage: Defaults to All.  

Select this field to indicate the report name, Department, Agency to be 
displayed on the report. You must complete the Organizational Structure 
and Report Period fields before you can select this field.  

After making your selection, select Done, Cancel, or Reset as 
applicable. 
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After running the Civilian Employment SF-113-G Report, the EMPR123-1 Monthly 

Report of Full-Time Equivalent/Work-Year Civilian Employment (SF-113G Format) 

report (with criteria) is displayed. 

 
 

Comp Time-Current Balance 

The Current Regular Comp Time Balance report displays the current regular compensatory time 

balances for employee(s) within an organization. Data for this report is obtained from the PPS 

database and is updated biweekly. 

To run a Current Regular Comp Time Balance report: 

1. Select Comp Time-Current Balance on the Workforce Reports menu. The Current Regular 

Comp Time Balance report search fields are displayed. 

 

Figure 89: Current Regular Comp Time Balance Report 

2. Complete the fields as follows: 



 
Publications Category: Reporting 

Reporting Center 
 

 
 
 

174 
 

 

Field Description/Instruction 

Organizational Structure Default based upon your security access.  

Select this field to select the organizational information to be displayed 
on the report. After making your selection, select Done, Cancel, or Next 
as appropriate. If you select Next, additional organization information is 
displayed. You can continue to make selections and select Next to 
further customize your selection. There are nine organizational levels 
available when selecting Next. Multiple or block selections are not 
allowed when you select Next. To return to the previous organization 
level, select Previous. Your security access determines how many 
levels of organization information that you can access.  

After completing your selection(s), select Done or Cancel as applicable. 

Personnel Office 
Identifier 

Select this field to indicate the POI to be displayed on the report. POIs 
are listed numerically on this field. The four-digit POI and the name of 
the personnel office are both displayed on the report.  

After making your selection, select Done, Cancel, or Reset as 
applicable. 

Pay Plan Default to All. 

Select this field to select the applicable pay plan(s) to be displayed on 
the report. For Department of Commerce employees, you can select 
Pay Plan Groupings Include to the right of the selection box to display 
a list of pay plans included in the groupings. Multiple or block selections 
are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Grade Defaults to All.  

Select this field to select the two-digit grade(s) to be displayed on the 
report. The grades are displayed in descending order. Multiple or block 
selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Sort Order: Defaults to Last Name.  

Select this field to select the applicable sort options. Select the down 
arrow to display the various sort options. Each level has two parts. The 
first part is the literal sort, and the second part is whether or not you 
want to sort in ascending or descending order.  

After making your selection, select Done, Cancel, or Reset as 
applicable. 
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After running the Current Regular Comp Time Balance report, the Current Regular Comp 

Time Balance report (with criteria) is displayed. 

 

Figure 90: Current Regular Comp Time Balance Report (with criteria) 
 

Comp Time-Regular Comp Time Data 

The Regular Comp Time Balance report displays the compensatory time balances, the pay period 

and year in which the leave was earned, and the pay period and year that the leave will expire. 

Data for this report is obtained from BEAR and is updated biweekly. 

To run a Regular Comp Time Balance report: 

1. Select Comp Time-Regular Comp Time Data on the Workforce Reports menu. The Regular 

Comp Time Balance report search fields are displayed. 

 

Figure 91: Comp Time - Regular Comp Time Data Report 

2. Complete the fields as follows: 

Field Description/Instruction 
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Field Description/Instruction 

Organizational Structure Defaults based upon your security access.  

Select this field to select the organizational information to be displayed 
on the report. After making your selection, select Done, Cancel, or Next 
as appropriate. If you select Next, additional organization information is 
displayed. You can continue to make selections and select Next to 
further customize your selection. There are nine organizational levels 
available when selecting Next. Multiple or block selections are not 
allowed when you select Next. To return to the previous organization 
level, select Previous. Your security access determines how many 
levels of organization information that you can access.  

After completing your selection(s), select Done or Cancel as applicable. 

Personnel Office 
Identifier 

Select this field to indicate the POI to be displayed on the report. POIs 
are listed numerically on this field. The four-digit POI and the name of 
the personnel office are both displayed on the report.  

After making your selection, select Done, Cancel, or Reset as 
applicable. 

Pay Plan Defaults to All. 

Select this field to select the applicable pay plan(s) to be displayed on 
the report. For Department of Commerce employees, you can select 
Pay Plan Groupings Include to the right of the selection box to display 
a list of pay plans included in the groupings. Multiple or block selections 
are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Grade Defaults to All. 

Select this field to select the two-digit grade(s) to be displayed on the 
report. The grades are displayed in descending order. Multiple or block 
selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Expiring Year Select this field to select the year that the leave will expire. Multiple or 
block selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Expiring PP Defaults to All.  

Select this field to select the pay period that the compensatory leave will 
expire. Multiple or block selections are available in this field.  

After making your selection(s), select Done, Cancel, or Reset as 
applicable. 
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Field Description/Instruction 

Sort Order: Defaults to Org Struc, POI, Last Name, Expiring Year, 

Expiring PP.  

Select this field to select the applicable sort options. Select the down 
arrow to display the various sort options. Each level has two parts. The 
first part is the literal sort, and the second part is whether or not you 
want to sort in ascending or descending order.  

After making your selection, select Done, Cancel, or Reset as 
applicable. 

After running the Regular Comp Time Data, the Regular Comp Time Data report (with 

criteria) is displayed. 

 

Figure 92: Regular Comp Time Data Report (with criteria) 
 

Comp Time-Regular Earned and Used 

The Regular Comp Time Earned and Used report displays a listing when compensatory time is 

earned and used and the year and pay period in which the leave will expire. Data for this report is 

obtained from BEAR and is updated biweekly. 
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To run a Regular Comp Time Earned and Used report: 

1. Select Comp Time-Regular Earned and Used on the Workforce Reports menu. The Regular 

Comp Time Earned and Used report search fields are displayed. 

 

Figure 93: Comp Time - Regular Earned and Used Report 

2. Complete the fields as follows: 

Field Description/Instruction 

Organizational Structure Default based upon your security access.  

Select this field to select the organizational information to be displayed 
on the report. After making your selection, select Done, Cancel, or Next 
as appropriate. If you select Next, additional organization information is 
displayed. You can continue to make selections and select Next to 
further customize your selection. There are nine organizational levels 
available when selecting Next. Multiple or block selections are not 
allowed when you select Next. To return to the previous organization 
level, select Previous. Your security access determines how many 
levels of organization information that you can access.  

After completing your selection(s), select Done or Cancel as applicable. 

Personnel Office 
Identifier: 

Select this field to indicate the POI to be displayed on the report. POIs 
are listed numerically on this field. The four-digit POI and the name of 
the personnel office are both displayed on the report.  

After making your selection, select Done, Cancel, or Reset as 
applicable. 

Year and Pay Period 
Covered by the T&A - 
Please select an 
Organization or a 
Personnel Office 

Select this field to indicate the year and pay period to be displayed on 
the report. The two-digit pay period number and the four-digit year are 
both displayed in this field.  

After completing your selection(s), select Done or Cancel as applicable. 

Sort Order: Defaults to SSNO, PP Cov by TA.  

Select this field to select the applicable sort options. Select the down 
arrow to display the various sort options. Each level has two parts. The 
first part is the literal sort, and the second part is whether or not you 
want to sort in ascending or descending order.  

After making your selection, select Done, Cancel, or Reset as 
applicable. 
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After running the Regular Comp Time Earned and Used report, the Total Regular Comp Time 

Earned and Used report (with criteria) is displayed. 

 

Figure 94: Total Regular Comp Time Earned and Used Report (with criteria) 
 

Comp Time-Travel Comp Time Balance 

The Travel Comp Time Data report displays a list of travel compensatory time balance, the year 

and pay period in which they were earned, and year and pay period in which they will expire. 

Data for this report is obtained from BEAR and is updated biweekly. 
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To run a Travel Comp Time Data report: 

1. Select Comp Time-Travel Comp Time Data on the Workforce Reports menu. The Travel 

Comp Time Data report search fields are displayed. 

 

Figure 95: Travel Comp Time Data Report 

2. Complete the fields as follows: 

Field Description/Instruction 

Organizational Structure: Defaults based upon your security access.  

Select this field to select the organizational information to be displayed 
on the report. After making your selection, select Done, Cancel, or Next 
as appropriate. If you select Next, additional organization information is 
displayed. You can continue to make selections and select Next to 
further customize your selection. There are nine organizational levels 
available when selecting Next. Multiple or block selections are not 
allowed when you select Next. To return to the previous organization 
level, select Previous. Your security access determines how many 
levels of organization information that you can access.  

After completing your selection(s), select Done or Cancel as applicable. 

Personnel Office 
Identifier 

Select this field to indicate the POI to be displayed on the report. POIs 
are listed numerically on this field. The four-digit POI and the name of 
the personnel office are both displayed on the report.  

After making your selection, select Done, Cancel, or Reset as 
applicable. 

Pay Plan Defaults to All. 

Select this field to select the applicable pay plan(s) to be displayed on 
the report. For Department of Commerce employees, you can select 
Pay Plan Groupings Include to the right of the selection box to display 

a list of pay plans included in the groupings. Multiple or block selections 
are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 
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Field Description/Instruction 

Grade Defaults to All. 

Select this field to select the two-digit grade(s) to be displayed on the 
report. The grades are displayed in descending order. Multiple or block 
selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Expiring Year Select this field to select the year that the leave will expire. Multiple or 
block selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Expiring PP Defaults to All.  

Select this field to select the pay period that the travel compensatory 
leave will expire. Multiple or block selections are available in this field.  

After making your selection(s), select Done, Cancel, or Reset as 
applicable. 

Sort Order: Defaults to Org Struc, POI, Last Name, Expiring Year, 

Expiring PP.  

Select this field to select the applicable sort options. Select the down 
arrow to display the various sort options. Each level has two parts. The 
first part is the literal sort, and the second part is whether or not you 
want to sort in ascending or descending order.  

After making your selection, select Done, Cancel, or Reset as 
applicable. 
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After running the Travel Comp Time Data report, the Travel Comp Time Data report 

(with criteria) is displayed. 

 

Figure 96: Travel Comp Time Data Report (with criteria) 
 

Dental Plan Payment Report 

The Dental Plan Payment report lists payments to a dental plan carrier for a pay period. Data for 

this report is obtained from NFC's PPS database. 

Note: This report contains detailed data. 

To run a Dental Plan Payment report: 

1. Select Dental Plan Payment Report on the Workforce Reports menu. The Dental Plan 

Payment report search fields are displayed. 

 

Figure 97: Dental Plan Payment Report 

2. Complete the fields as follows: 
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Field Description/Instruction 

Organizational Structure Defaults based upon your security access.  

Select this field to select the organizational information to be displayed 
on the report. After making your selection, select Done, Cancel, or Next 
as appropriate. If you select Next, additional organization information is 
displayed. You can continue to make selections and select Next to 
further customize your selection. There are nine organizational levels 
available when selecting Next. Multiple or block selections are not 
allowed when you select Next. To return to the previous organization 
level, select Previous. Your security access determines how many 
levels of organization information that you can access.  

After completing your selection(s), select Done or Cancel as applicable. 

Location (Duty State) Defaults to All. 

Select this field to select the duty State of the organization. Multiple or 
block selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Year and Pay Period Select this field to indicate the year and pay period to be displayed on 
the report. The two-digit pay period number and the four-digit year are 
both displayed in this field.  

After completing your selection(s), select Done or Cancel as applicable. 

Sort Order: Defaults to Duty Station (State), SSNO.  

Select this field to select the applicable sort options. Select the down 
arrow to display the various sort options. Each level has two parts. The 
first part is the literal sort, and the second part is whether or not you 
want to sort in ascending or descending order.  

After making your selection, select Done, Cancel, or Reset as 
applicable. 
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After running the Dental Plan Payment report, the Dental Plan Payment report (with 

criteria) is displayed. 

 

Figure 98: Dental Plan Payment Report (with criteria) 

  

 

Dental/Vision Plan Report 

The Dental and Vision Plan report contains counts and detailed information regarding dental and 

vision plan enrollees. Data for this report is obtained from the T&A database and is updated 

biweekly. 

To run a Dental and Vision Plan report: 

1. Select Dental/Vision Plan Report on the Workforce Reports menu. The Dental and Vision 

Plan report search fields are displayed. 

 

Figure 99: Dental and Vision Report 

2. Complete the fields as follows: 
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Field Description/Instruction 

Organizational Structure Defaults based upon your security access.  

Select this field to select the organizational information to be displayed 
on the report. After making your selection, select Done, Cancel, or Next 
as appropriate. If you select Next, additional organization information is 
displayed. You can continue to make selections and select Next to 
further customize your selection. There are nine organizational levels 
available when selecting Next. Multiple or block selections are not 
allowed when you select Next. To return to the previous organization 
level, select Previous. Your security access determines how many 
levels of organization information that you can access.  

After completing your selection(s), select Done or Cancel as applicable. 

Personnel Office 
Identifier 

Select this field to indicate the POI to be displayed on the report. POIs 
are listed numerically on this field. The four-digit POI and the name of 
the personnel office are both displayed on the report.  

After making your selection, select Done, Cancel, or Reset as 
applicable. 

Year and Pay Period Select this field to indicate the year and pay period to be displayed on 
the report. The two-digit pay period number and the four-digit year are 
both displayed in this field.  

After completing your selection(s), select Done or Cancel as applicable. 

After running the Dental and Vision report, the FEDVIP Payment Report (with criteria) is 

displayed. 

 
 

Dues Withheld 

The Dues Withheld report displays a list of employees who pay union dues and how much is 

being paid each pay period. Data for this report is obtained from NFC’s T&A database and is 

updated biweekly. 

Note: This report contains detailed data. 
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To run a Dues Withheld report: 

1. Select Dues Withheld on the Workforce Reports menu. The Dues Withheld report search 

fields are displayed. 

 

Figure 100: Dues Withheld Report 

2. Complete the fields as follows: 

Field Description/Instruction 

Organizational Structure Defaults based upon your security access.  

Select this field to select the organizational information to be displayed 
on the report. After making your selection, select Done, Cancel, or Next 
as appropriate. If you select Next, additional organization information is 
displayed. You can continue to make selections and select Next to 
further customize your selection. There are nine organizational levels 
available when selecting Next. Multiple or block selections are not 
allowed when you select Next. To return to the previous organization 
level, select Previous. Your security access determines how many 
levels of organization information that you can access.  

After completing your selection(s), select Done or Cancel as applicable. 

Personnel Office 
Identifier 

Select this field to indicate the POI to be displayed on the report. POIs 
are listed numerically on this field. The four-digit POI and the name of 
the personnel office are both displayed on the report.  

After making your selection, select Done, Cancel, or Reset as 
applicable. 
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Field Description/Instruction 

Pay Plan Defaults to All. 

Select this field to select the applicable pay plan(s) to be displayed on 
the report. For Department of Commerce employees, you can select 
Pay Plan Groupings Include to the right of the selection box to display 
a list of pay plans included in the groupings. Multiple or block selections 
are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Occupational Series Defaults to All.  

Select this field to select the occupational series to be displayed on the 
report. The four-digit code and the literal are both displayed on the 
report. Multiple or block selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Grade Defaults to All.  

Select this field to select the two-digit grade(s) to be displayed on the 
report. The grades are displayed in descending order. Multiple or block 
selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Location (Duty State) Defaults to All.  

Select this field to select the duty State of the organization. Multiple or 
block selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Location (Duty 
City)-Please select a 
State first 

Defaults to All. 

Select this field to select the duty city of the organization. Valid values 
for this field are determined by the selection(s) made in the Location 
(Duty State) field. You cannot select this field until a selection(s) has 
been made in the Location (Duty State) field. Multiple or block selections 
are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 
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Field Description/Instruction 

Location (Duty 
county)-Please select a 
State first 

Defaults to All.  

Select this field to select the duty county of the organization. Valid 
values for this field are determined by the selection(s) made in the 
Location (Duty State) field. You cannot select this field until a 
selection(s) has been made in the Location (Duty State) field. Multiple or 
block selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Union/Association Select this field to indicate the union/association to be displayed on the 

report. This is a two-position field. Valid values are 01 through 99. 

Multiple or block selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Local/Lodge-Please 
select a 
Union/Association first. 

Select this field to indicate the local/lodge to be displayed on the report. 
Valid values are determined by the selection(s) made in the 
Union/Association field. Both the four-position code and the literal are 
displayed in this field. You must make a selection(s) in the 
Union/Association field before you can select this field. Multiple or block 
selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Separation Accession 
Type: 

Defaults to Not Separated or Accession this Pay 

Period.  

Select this field to indicate the separation accession status to be 

included on the report. Valid values are Not Separated, Regular, 

Deceased, and Accession this Pay Period. Multiple or block 

selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Type of Appointment Defaults to All.  

Select this field to indicate the appointment type to be displayed on the 
report. Multiple or block selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Employment Type Defaults to All.  

Select this field to indicate the employee’s employment type. Valid 

values are Full-time, Part-time, Intermittent, Fee 

basis of piecework, and First 40 hours. Multiple or block 

selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 
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Field Description/Instruction 

Special Employee Code Defaults to All.  

Select this field to indicate the special employee code to be displayed on 
the report. Both the two-digit numeric code and the alpha literal are 
displayed in this field. Multiple or block selections are available in this 
field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Retirement System Select this field to indicate the retirement system to be displayed on the 
report. Multiple or block selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

SCD Date (Leave) Select the down arrows to indicate the range, month, day, and year for 
the SCD for leave for the employee(s) to be displayed on the report. The 
first down arrow sets the parameters of the report. 

Valid values for the first down arrow are Equals, Not Equal To, 

Less Than or Equal To, Less Than, Greater Than or 

Equal To, and Greater Than. 

The second down arrow is used to indicate the month. Valid values are 

01 through 12. 

The third down arrow is used to indicate the day. Valid values are 01 

through 31. 

The fourth down arrow is used to indicate the year. Valid values are 

1945 through 2005. 

Multiple or block selections are not available in this field.  

After making your selection(s), select Done, Cancel, or Reset as 
applicable. 

Sort Order: Select this field to select the applicable sort options. Select the down 
arrow to display the various sort options. Each level has two parts. The 
first part is the literal sort, and the second part is whether or not you 
want to sort in ascending or descending order.  

After making your selection, select Done, Cancel, or Reset as 
applicable. 

Year and Pay Period Select this field to indicate the year and pay period to be displayed on 
the report. The two-digit pay period number and the four-digit year are 
both displayed in this field.  

After completing your selection(s), select Done or Cancel as applicable. 
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After running the Dues Withheld report, the Report of Organ. or Assoc. Dues Withheld 

report (with criteria) is displayed. 

 
 

EPP ESS Transaction 

The EPP ESS Transaction report contains a total count of applied self service documents by 

Agency, pay period, and year. Data for this report is obtained from NFC's EPP database and its 

corresponding databases. Data from the following categories is contained in the output of this 

report: 

 Direct Deposit  

 EHRI 

 Gender 

 Disability  

 Financial Allotments  

 Federal Tax (W-4)  

 Health Savings Account  

 Residence Address  

 State Tax  

 TSP  

 TSP (Catch-Up)  
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To run an EPP ESS Transaction Report: 

1. Select EPP ESS Applied Transaction on the Workforce Reports menu. The EPP ESS 

Transaction report search fields are displayed. 

 

Figure 101: EPP ESS Applied Transaction Report 

2. Complete the fields as follows: 

Field Instruction 

Organizational Structure Select this field to indicate the organization to be displayed on the 
report. The default for this field is based upon your security access. 
After making your selection, select Done, Cancel, or Next as 
applicable. If you select Next, additional organizational information is 
displayed. You can continue to make selections and select Next to 
further customize your selection. There are nine levels of organizational 
information available on this field when you select Next. Multiple or 
block selections are not allowed when you select Next. If you wish to 
return to the previous (higher organizational level), select Previous. 
Your security access determines how many levels you are able to 
access.  

After making your final selection, select Done. 

Year and Pay Period Select this field to indicate the year and pay period to be displayed on 
the report. The two-digit pay period number and the four-digit year are 
both displayed in this field.  

After completing your selection(s), select Done or Cancel as 
applicable. 
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After running the EPP ESS Transaction report, the EPP ESS Applied Transaction Report 

(with criteria) is displayed. 

 
 

EPP Inactive User Accounts 

The EPP Inactive User Accounts report is obtained from NFC's EPP database. 

To run an EPP Inactive User Accounts report: 

1. Select EPP Inactive User Accounts on the Workforce Reports menu. The EPP Inactive 

User Accounts report search fields are displayed. 

 

Figure 102: EPP Inactive User Accounts Report 

2. Complete the fields as follows: 

Field Description/Instruction 

Department of Justice, 
EPP Report Selection: 

Defaults to Last EPP Access < 30 Days. 

Select this field to select the inactivity timeframe to be included on the 
report. 

After completing your selection(s), select Done or Cancel as applicable. 
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After running the EPP Inactive User Accounts Report, the Employee Personal Page 

Statistics report (with criteria) is displayed. 

 

Figure 103: Employee Personal Page Statistics Report (with criteria) 
 

EPP Usage Statistics 

The EPP Usage Statistics report displays EPP usage within an organization. This report is used in 

computing statistics in relation to Agency EPP participation and whether or not Agency 

employees are electing paperless Statements of Earnings and Leave. Data for this report is 

obtained from EPP and its corresponding databases. 

To run an EPP Usage Statistics report: 

1. Select EPP Usage Statistics on the Workforce Reports menu. The EPP Usage Statistics 

report search fields are displayed. 

 

Figure 104: EPP Usage Statistics Report 

2. Complete the fields as follows: 

Field Description/Instruction 

Organizational Structure Defaults based upon your security access.  

Select this field to select the organizational information to be displayed 
on the report. After making your selection, select Done, Cancel, or Next 
as appropriate. If you select Next, additional organization information is 
displayed. You can continue to make selections and select Next to 
further customize your selection. There are nine organizational levels 
available when selecting Next. Multiple or block selections are not 
allowed when you select Next. To return to the previous organization 
level, select Previous. Your security access determines how many 

levels of organization information that you can access.  

After completing your selection(s), select Done or Cancel as applicable. 

Year and Pay Period Select this field to indicate the year and pay period to be displayed on 
the report. The two-digit pay period number and the four-digit year are 
both displayed in this field.  

After completing your selection(s), select Done or Cancel as applicable. 
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After running the EPP Usage Statistics report, the Employee Personal Page Statistics report (with 

criteria) is displayed. 

 

Figure 105: Employee Personal Page Statistics Report (with criteria) 

  

 

EPP User Accounts (DoC) 

The EPP User Accounts report contains data about the usage of the EPP within the Department 

of Commerce. Data for this report is obtained from NFC's EPP database. 

To run an EPP User Accounts report: 

1. Select EPP User Accounts (Doc) on the Workforce Reports menu. The EPP User Accounts 

report search fields are displayed. 

 

Figure 106: EPP Usage Statistics Report 

2. Complete the fields as follows: 

Field Description/Instruction 

Department of 
Commerce, EPP Report 
Selection: 

Defaults to EPP User Accounts report. 

Select this field to select the type of information to be included in the 
report. 

After completing your selection(s), select Done or Cancel as applicable. 

Department of 
Commerce, POI Selection 

Select this field to select the applicable POI to be included in the report. 

After completing your selection(s), select Done or Cancel as applicable. 
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After running the EPP User Accounts report, the EPP User Accounts report (with criteria) 

is displayed. 

 

Figure 107: EPP User Accounts Report (with criteria) 

  

 

Earnings Limitation Report 

The Earnings Limitation report displays basic YTD information for the aggregate pay cap, 

premium pay cap, and protective services pay cap. Data for this report is obtained from the PPS 

database and is updated biweekly. 
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To run an Earnings Limitation report: 

1. Select Earnings Limitation Report on the Workforce Reports menu. The Earnings 

Limitation report search fields are displayed. 

 

Figure 108: Earnings Limitation Report 

2. Complete the fields as follows: 

Field Description/Instruction 

Organizational Structure Defaults based upon your security access.  

Select this field to select the organizational information to be displayed 
on the report. After making your selection, select Done, Cancel, or Next 
as appropriate. If you select Next, additional organization information is 
displayed. You can continue to make selections and select Next to 
further customize your selection. There are nine organizational levels 
available when selecting Next. Multiple or block selections are not 
allowed when you select Next. To return to the previous organization 
level, select Previous. Your security access determines how many 
levels of organization information that you can access.  

After completing your selection(s), select Done or Cancel as applicable. 

Personnel Office 
Identifier 

Select this field to indicate the POI to be displayed on the report. POIs 
are listed numerically on this field. The four-digit POI and the name of 
the personnel office are both displayed on the report.  

After making your selection, select Done, Cancel, or Reset as 
applicable. 
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Field Description/Instruction 

Pay Plan Defaults to All. 

Select this field to select the applicable pay plan(s) to be displayed on 
the report. For Department of Commerce employees, you can select 
Pay Plan Groupings Include to the right of the selection box to display 
a list of pay plans included in the groupings. Multiple or block selections 
are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Occupational Series Defaults to All.  

Select this field to select the occupational series to be displayed on the 
report. The four-digit code and the literal are both displayed on the 
report. Multiple or block selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Grade Defaults to All.  

Select this field to select the two-digit grade(s) to be displayed on the 
report. The grades are displayed in descending order. Multiple or block 
selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Occupation (PATCO) Defaults to All.  

Select this field to display the applicable job code(s) to be displayed on 

the report. Valid values are Professional, Administrative, 

Technical, Clerical, Other, and Blue Collar. Multiple or 

block selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Supervisory Status Defaults to All.  

Select this field to select the applicable supervisory status to be 
displayed on the report. Multiple or block selections are available in this 
field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Age Defaults to All.  

Select this field to indicate the applicable age range category to be 
displayed on the report. This field is categorized in ranges of five year 
increments. Multiple or block selections are available in this field.  

After making your selection(s), select Done, Cancel, or Reset as 
applicable. 
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Field Description/Instruction 

Disability Code Defaults to All.  

Select this field to indicate the disability code to be displayed on the 
report. This field displays both the two-digit code and the literal. You can 
select Targeted Disabilities Include to display various disability types. 
Multiple or block selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Gender Defaults to All.  

Select this field to indicate the gender to be displayed on the report. 

Valid values are Male and Female. Multiple or block selections are 

available in this field.  

After making your selection, select Include, Exclude, Cancel, or Reset 
as applicable. 

Ethnicity/Race and 
National Origin 

Defaults to All. 

Select this field to indicate the RNO to be displayed on the report. 

Multiple or block selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Birth Month Defaults to All.  

Select this field to select the applicable birth month(s) to be displayed on 
the report. Multiple or block selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Education Level Defaults to All.  

Select this field to indicate the education level to be displayed on the 
report. Multiple or block selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Tenure Group Defaults to All.  

Select this field to indicate which tenure group to be displayed on the 

report. Valid values are Not In Any Retention Group, Group 

1, Group 2, and Group 3. Multiple or block selections are available 

in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 
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Field Description/Instruction 

Annuitant Indicator Select this field to indicate the applicable annuitant indicator(s) to be 
displayed on the report. Multiple or block selections are available in this 
field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Veterans Status Defaults to All.  

Select this field to indicate the veteran status to be displayed on the 

report. Valid values are Not a Veteran of the Vietnam Era 

(Prior to 9/30/91, Vietnam Era Veteran, 

Pre-Vietnam Era Veteran, Post-Vietnam Era Veteran, 

and Not a Veteran (After 9/30/91). Multiple or block 

selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

SCD Date (Leave) Select the down arrows to indicate the range, month, day, and year for 
the service computation date (SCD) for leave for the employee(s) to be 
displayed on the report. The first down arrow sets the parameters of the 
report. 

Valid values for the first down arrow are Equals, Not Equal To, 

Less Than or Equal To, Less Than, Greater Than or 

Equal To, and Greater Than. 

The second down arrow is used to indicate the month. Valid values are 

01 through 12. 

The third down arrow is used to indicate the day. Valid values are 01 

through 31. 

The fourth down arrow is used to indicate the year. Valid values are 

1945 through 2005. 

Multiple or block selections are not available in this field.  

After making your selection(s), select Done, Cancel, or Reset as 
applicable. 

Separation Accession 
Type: 

Defaults to Not Separated or Accession this Pay 

Period.  

Select this field to indicate the separation accession status to be 
included on the report. Valid values are Not Separated, Regular, 

Deceased, and Accession this Pay Period. Multiple or block 

selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 
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Field Description/Instruction 

Type of Appointment Defaults to All. 

Select this field to indicate the appointment type to be displayed on the 
report. Multiple or block selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Employment Type Defaults to All.  

Select this field to indicate the employee’s employment type. Valid 

values are Full-time, Part-time, Intermittent, Fee 

basis of piecework, and First 40 hours. Multiple or block 

selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Special Employee Code Defaults to All.  

Select this field to indicate the special employee code to be displayed on 
the report. Both the two-digit numeric code and the alpha literal are 
displayed in this field. Multiple or block selections are available in this 
field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Retirement System Select this field to indicate the retirement system to be displayed on the 
report. Multiple or block selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Capped Employees Only: Defaults to No-Include All Employees.  

Select this field to indicate whether or not to include only capped 

employees on this report. Valid values are No-Include All 

Employees, Yes-Capped in Current Year Only, 

Yes-Capped in Prior Year Only, Yes-Capped in 

Either Current or Prior Year, and Yes-Capped in 

Both Current and Prior Year. Multiple or block selections are 

not allowed.  

After making your selection, select Include, Cancel, or Reset as 
applicable. 

Sort Order: Defaults to SSNO.  

Select this field to select the applicable sort options. Select the down 
arrow to display the various sort options. Each level has two parts. The 
first part is the literal sort, and the second part is whether or not you 
want to sort in ascending or descending order.  

After making your selection, select Done, Cancel, or Reset as 
applicable. 
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After running the Earnings Limitations report, the Earnings Limitation report (with 

criteria) is displayed. 

 
 

Education Level Profile 

The Education Level Profile report displays a count, by educational level, of the employees in an 

organization. Data for this report is obtained from the Personnel History database and is updated 

biweekly. 

Note: If an employee has no education level listed in the Personnel History database, they will not be 

included on the report. 

To run an Education Level Profile report: 

1. Select Education Level Profile on the Workforce Reports menu. The Education Level 

Profile report search fields are displayed. 

 

Figure 109: Education Level Profile Report 

2. Complete the fields as follows: 

Field Description/Instruction 
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Field Description/Instruction 

Organizational Structure Defaults based upon your security access.  

Select this field to select the organizational information to be displayed 
on the report. After making your selection, select Done, Cancel, or Next 
as appropriate. If you select Next, additional organization information is 
displayed. You can continue to make selections and select Next to 
further customize your selection. There are nine organizational levels 
available when selecting Next. Multiple or block selections are not 
allowed when you select Next. To return to the previous organization 
level, select Previous. Your security access determines how many 
levels of organization information that you can access.  

After completing your selection(s), select Done or Cancel as applicable. 

Personnel Office 
Identifier 

Select this field to indicate the POI to be displayed on the report. POIs 
are listed numerically on this field. The four-digit POI and the name of 
the personnel office are both displayed on the report.  

After making your selection, select Done, Cancel, or Reset as 
applicable. 

Pay Plan Defaults to All. 

Select this field to select the applicable pay plan(s) to be displayed on 
the report. For Department of Commerce employees, you can select 
Pay Plan Groupings Include to the right of the selection box to display 
a list of pay plans included in the groupings. Multiple or block selections 
are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Occupational Series Defaults to All.  

Select this field to select the occupational series to be displayed on the 
report. The four-digit code and the literal are both displayed on the 
report. Multiple or block selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Grade Defaults to All.  

Select this field to select the two-digit grade(s) to be displayed on the 
report. The grades are displayed in descending order. Multiple or block 
selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 
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Field Description/Instruction 

Occupation (PATCO) Defaults to All.  

Select this field to display the applicable job code(s) to be displayed on 

the report. Valid values are Professional, Administrative, 

Technical, Clerical, Other, and Blue Collar. Multiple or 

block selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Supervisory Status Defaults to All.  

Select this field to select the applicable supervisory status to be 
displayed on the report. Multiple or block selections are available in this 
field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Location (State) Defaults to All. 

Select this field to indicate the State(s) to be displayed on the report. 
The States are listing alphabetically. You can use the scroll bar to 
search for the applicable State(s). Multiple or block selections are 
available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Employment Type (PFT) Defaults to All.  

Select this field to indicate the applicable full-time or part-time status of 
the employee. You can select Employment Types Include to display 
definitions of the various employment types. Multiple or block selections 
are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Age Defaults to All.  

Select this field to indicate the applicable age range category to be 
displayed on the report. This field is categorized in ranges of 5-year 
increments. Multiple or block selections are available in this field.  

After making your selection(s), select Done, Cancel, or Reset as 
applicable. 
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Field Description/Instruction 

Veterans Preference Defaults to All.  

Select this field to indicate whether or not an employee is eligible for 
veterans preference. This preference is used in RIF situations, appeals 
cases, and in other situations where veterans preferences are pertinent. 

Valid values are None, 5-Point, 10-Point Disability, 

10-Point Compensable, 10-Point Other, and 10-Point 

30% Compensable. Multiple or block selections are available in this 

field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Disability Code Defaults to All.  

Select this field to indicate the disability code to be displayed on the 
report. This field displays both the two-digit code and the literal. You can 
select Targeted Disabilities Include to display various disability types. 
Multiple or block selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Gender Defaults to All.  

Select this field to indicate the gender to be displayed on the report. 

Valid values are Male and Female. Multiple or block selections are 

available in this field.  

After making your selection, select Include, Exclude, Cancel, or Reset 
as applicable. 

Ethnicity/Race and 
National Origin (ERI) 

Defaults to All.  

Select this field to indicate the RNO to be displayed on the report. 

Multiple or block selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Group the "Two or More 
Races" ERI designations 
that include an Hispanic 
selection as Hispanic 

Defaults to Yes. 

Select this field to indicate whether or not to group two ERI designations 
as Hispanic if one includes Hispanic or Latino. 

After completing your selection(s), select Done or Cancel as applicable.  

Length of Service Defaults to All.  

Select this field to indicate the length of service range to be displayed on 
the report. This field is categorized in ranges of 5-year increments. 
Multiple or block selections are available in this field.  

After completing your selection(s), select Done or Cancel as applicable. 
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Field Description/Instruction 

Include Percentages? Defaults to All. 

Select this field to indicate whether or not to include percentage columns 
for each date column on the report. Valid values are No and Yes. 
Multiple or block selections are not available in this field.  

After completing your selection(s), select Done or Cancel as applicable. 

Time Frame Select this field to indicate the year to be displayed on the report. Use 
the scroll bar to select the applicable year from the box. You must also 
select the applicable radio button to indicate whether or not to run the 
report using the calendar or fiscal year that corresponds with the year 

selected in the box. Valid values for the radio buttons are Calendar 

Year and Fiscal Year. Multiple or block selections are not allowed.  

After completing your selection, select Done or Cancel as applicable. 

Sort By: Defaults to Organization.  

Select this field to indicate how you want the report sorted. Multiple or 
block selections are not allowed.  

After making your selection, select Done or Reset as applicable. 

After running the Education Level report, the Education Level Profile (with criteria) is 

displayed. 

 
 

Emergency Contacts 

The Emergency Contacts Listing report displays a list of the employees in an organization and 

their designated emergency contact information. Data for this report is obtained from NFC's 

locater database. 
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To run an Emergency Contacts Listing report: 

1. Select Emergency Contacts on the Workforce Reports menu. The Emergency Contacts 

Listing report search field is displayed. 

 

Figure 110: Emergency Contacts Listing Report 

2. Complete the field as follows: 

Field Description/Instruction 

Last Name Search Type the last name of the employee whose emergency contact 
information you need to access. 

After running the Emergency Contacts Listing report, the Emergency Contacts report 

(with criteria) is displayed. 

 

Figure 111: Emergency Contacts Report (with criteria) 
  
 

Employee Search (By Last Name) 

The Employee Search (By Last Name) report displays a list of employees matching your search 

criteria. Each employee on the list is displayed with SSN, full name, organizational structure, 

POI, pay plan, occupational series, grade, and step. Data for this report is obtained from the most 

recent information on the PPS database. 

Note: This report contains detailed data. 
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To run an Employee Search (By Last Name) report: 

1. Select Employee Search (By Last Name) on the Workforce Reports menu. The Employee 

Search (By Last Name) report search field is displayed. 

 

Figure 112: Search By Employee's Last Name Report 

2. Complete the fields as follows: 

Field Description/Instruction 

Enter Last Name: Type the full or partial last name to be displayed on the report.  

After typing the last name, select Search. 

After running the Employee Search (By Last Name) report, the Employee Search (By 

Last Name) report (with criteria) is displayed. You can select a name from the list to 

display various reports. Once you select a name from the list displayed, the default report 

is the Salary Data report. You can select various reports from the drop down menu. 

Following the drop-down menu are the reports available from the list. 

 

Figure 113: Employee Search (By Last Name) Report (with criteria) 
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Figure 114: Employee Search (By Last Name) (Drop-down Menu) 
  

 

Figure 115: Employee Search (By Name) - Address/Check Information 
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Figure 116: Employee Search (By Name) - Allowances/COLA/Post Differential 
  

 

Figure 117: Employee Search (By Name) - Annual/Sick Leave 
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Figure 118: Employee Search (By Name) - Awards 
  

 

Figure 119: Employee Search (By Name) - Building Locator Inquiry 
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Figure 120: Employee Search (By Name) - Charitable Contributions 
  

 

Figure 121: Employee Search (By Last Name) - City Tax Report 
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Figure 122: Employee Search (By Name) - Compensatory Leave 
  

 

Figure 123: Employee Search (By Last Name) - County Tax Report 
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Figure 124: Employee Search (By Name) - Dates and Misc Salary Personnel Data 
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Figure 125: Employee Search (By Name) - Demonstation Project Data 
  

 

Figure 126: Employee Search (By Name) - Detail Assign Temporary Promotion 
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Figure 127: Employee Search (By Name) - Education and Certificate 
  

 

Figure 128: Employee Search (By Name) - Federal Tax 
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Figure 129: Employee Search (By Name) - Financial Allotment 
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Figure 130: Employee Search (By Name) - Health Benefits 
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Figure 131: Employee Search (By Name) - Intermittent 
  

 

Figure 132: Employee Search (By Name) - Life Insurance 



Publications Category: Reporting 
 Reporting Center 

 

 
 

219 
 

 

  

 

Figure 133: Employee Search (By Name) - Non Pay Leave 
  

 

Figure 134: Employee Search (By Name) - Other Leave 
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Figure 135: Employee Search (By Name) - Personnel Supplements 
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Figure 136: Employee Search (By Name) - Processing Indicators 
  

 

Figure 137: Employee Search (By Name) - Retained Grade Data 
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Figure 138: Employee Search (By Name) - Retirement Data 
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Figure 139: Employee Search (By Name) - Salary YTD Data 
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Figure 140: Employee Search (By Name) - Separated Leave 
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Figure 141: Employee Search (By Name) - Separation Information 
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Figure 142: Employee Search (By Name) - SF-50B Data Elements 
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Figure 143: Employee Search (By Name) - SSNO Change Data 
  

 

Figure 144: Employee Search (By Name) - State Tax 
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Figure 145: Employee Search (By Name) - Thrift Savings Data 
 

Employee Search (By SSNO) 

The Employee Search (By SSNO) report displays the employee matching your search criteria. 

Each employee is displayed with SSN, full name, organizational structure, POI, pay plan, 

occupational series, grade, and step. Data for this report is obtained from the most recent 

information on the PPS database. 

Note: This report contains detailed data. 

To run an Employee Search (By SSNO) report: 

1. Select Employee Search (By SSNO) on the Workforce Reports menu. The Employee Search 

(By SSNO) report search field is displayed. 

 

Figure 146: Employee Search (By SSNO) 

2. Complete the field as follows: 
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Field Description/Instruction 

Enter Social Security 
Number: 

Type the SSN of the employee(s) to be displayed on the report.  

After typing the SSN, select Search. 

After running the Employee Search (By SSNO) report, the Employee Search (By SSNO) 

report (for the applicable employee) is displayed. You can select the displayed employee 

to display various reports. These are the same reports available when running the 

Employee Search (By Name) report. See Employee Search (By Last Name) to view these 

reports. 

 

Figure 147: Employee Search (By SSNO) Report (with criteria) 
 

Employment Changes 

The Employment Changes for two points in time report displays employment data based on 

RNO and gender for two points in time (e.g., FY2003 and FY2004) by year. This report also 

provides comparison of employment levels between the time periods. Data for this report is 

obtained from the Personnel History database and is updated biweekly. 

To run an Employment Change report: 

1. Select Employment Changes on the Workforce Reports menu. The Employment Changes 

report search fields are displayed. 

 

Figure 148: Employment Changes for two points in time Report 
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2. Complete the fields as follows: 

Field Description/Instruction 

Organizational Structure Select this field to select the organizational information to be displayed 
on the report. The default for this field is based upon your security 
access. After making your selection, select Done, Cancel, or Next as 
appropriate. If you select Next, additional organization information is 
displayed. You can continue to make selections and select Next to 
further customize your selection. There are nine organizational levels 
available when selecting Next. Multiple or block selections are not 
allowed when you select Next. To return to the previous organization 
level, select Previous. Your security access determines how many 
levels of organization information that you can access.  

After completing your selection(s), select Done or Cancel as applicable. 

Personnel Office 
Identifier 

Select this field to indicate the POI to be displayed on the report. POIs 
are listed numerically on this field. The four-digit POI and the name of 
the personnel office are both displayed on the report.  

After making your selection, select Done, Cancel, or Reset as 
applicable. 

Pay Plan Defaults to All. 

Select this field to select the applicable pay plan(s) to be displayed on 
the report. For Department of Commerce employees, you can select 
Pay Plan Groupings Include to the right of the selection box to display 
a list of pay plans included in the groupings. Multiple or block selections 
are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Occupational Series Defaults to All. 

Select this field to select the occupational series to be displayed on the 
report. The four-digit code and the literal are both displayed on the 
report. Multiple or block selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Grade Defaults to All. 

Select this field to select the two-digit grade(s) to be displayed on the 
report. The grades are displayed in descending order. Multiple or block 
selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 
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Field Description/Instruction 

Occupation (PATCO) Defaults to All.  

Select this field to display the applicable job code(s) to be displayed on 

the report. Valid values are Professional, Administrative, 

Technical, Clerical, Other, and Blue Collar. Multiple or 

block selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Supervisory Status Defaults to All.  

Select this field to select the applicable supervisory status to be 
displayed on the report. Multiple or block selections are available in this 
field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Location (State) Defaults to All. 

Select this field to indicate the State(s) to be displayed on the report. 
The States are listing alphabetically. You can use the scroll bar to 
search for the applicable State(s). Multiple or block selections are 
available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Employment Type (PFT) Defaults to All. 

Select this field to indicate the applicable full-time or part-time status of 
the employee. You can select Employment Types Include to display 
definitions of the various employment types. Multiple or block selections 
are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Age Defaults to All. 

Select this field to indicate the applicable age range category to be 
displayed on the report. This field is categorized in ranges of 5-year 
increments. Multiple or block selections are available in this field.  

After making your selection(s), select Done, Cancel, or Reset as 
applicable. 
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Field Description/Instruction 

Veterans Preference Defaults to All. 

Select this field to indicate whether or not an employee is eligible for 
veterans preference. This preference is used in RIF situations, appeals 
cases, and in other situations where veterans preferences are pertinent. 

Valid values are None, 5-Point, 10-Point Disability, 

10-Point Compensable, 10-Point Other, and 10-Point 

30% Compensable. Multiple or block selections are available in this 

field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Group the "Two or More 
Races" ERI designations 
that include an Hispanic 
selection as Hispanic 

Defaults to Yes. 

Select this field to indicate whether or not to group two ERI designations 
as Hispanic if one includes Hispanic or Latino. 

After completing your selection(s), select Done or Cancel as applicable.  

Disability Code Defaults to All.  

Select this field to indicate the disability code to be displayed on the 
report. This field displays both the two-digit code and the literal. You can 
select Targeted Disabilities Include to display various disability types. 
Multiple or block selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Education Level Defaults to All.  

Select this field to indicate the length of service range to be displayed on 
the report. This field is categorized in ranges of 5-year increments. 
Multiple or block selections are available in this field.  

After completing your selection(s), select Done or Cancel as applicable. 

Length of Service Defaults to All. 

Select this field to indicate the length of service range to be displayed on 
the report. This field is categorized in ranges of 5-year increments.  
Multiple or block selections are available in this field.  

After completing your selection(s), select Done or Cancel as applicable. 

Time Frame 1 Defaults to the current calendar year.  

Select this field to indicate the first year to be displayed on the report. 
You can select the four-digit numeric year. You can also select the 
applicable radio button to designate between Calendar Year and Fiscal 
Year. Multiple or block selections are not allowed.  

After making your selection, select Done or Cancel as applicable. 
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Field Description/Instruction 

Time Frame 2 Defaults to the previous calendar year.  

Select this field to indicate the second year to be displayed on the report. 
You can also select the applicable radio button to designate between 
Calendar Year and Fiscal Year. Multiple or block selections are not 
allowed.  

After making your selection, select Done or Cancel as applicable. 

Sort By Defaults to Organization.  

Select this field to indicate how you want the report sorted. Multiple or 
block selections are not allowed.  

After making your selection, select Done or Reset as applicable. 

After running the Employment Changes for two points in time report, the Employment 

Changes report is displayed. 

 
  

 

Employment by Disability Code 

The Employment Distribution by Disability Code report displays a list of employees by 

disability code within an organization. Data for this report is obtained from the Personnel History 

database and is updated biweekly. The grade indicator on the Personnel History database is used 

to determine an employee’s grade. 
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To run an Employment Distribution by Disability Code report: 

1. Select Employment by Disability Code on the Workforce Reports menu. The Employment 

Distribution by Disability Code report search fields are displayed. 

 

Figure 149: Employment Distribution by Disability Code Report 

2. Complete the fields as follows: 

Field Description/Instruction 

Organizational Structure Select this field to select the organizational information to be displayed 
on the report. The default for this field is based upon your security 
access. After making your selection, select Done, Cancel, or Next as 
appropriate. If you select Next, additional organization information is 
displayed. You can continue to make selections and select Next to 
further customize your selection. There are nine organizational levels 
available when selecting Next. Multiple or block selections are not 
allowed when you select Next. To return to the previous organization 
level, select Previous. Your security access determines how many 
levels of organization information that you can access.  

After completing your selection(s), select Done or Cancel as applicable. 

Personnel Office 
Identifier 

Select this field to indicate the POI to be displayed on the report. POIs 
are listed numerically on this field. The four-digit POI and the name of 
the personnel office are both displayed on the report.  

After making your selection, select Done, Cancel, or Reset as 
applicable. 
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Field Description/Instruction 

Pay Plan Defaults to All. 

Select this field to select the applicable pay plan(s) to be displayed on 
the report. For Department of Commerce employees, you can select 
Pay Plan Groupings Include to the right of the selection box to display 
a list of pay plans included in the groupings. Multiple or block selections 
are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Occupational Series Defaults to All.  

Select this field to select the occupational series to be displayed on the 
report. The four-digit code and the literal are both displayed on the 
report. Multiple or block selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Grade Defaults to All. 

Select this field to select the two-digit grade(s) to be displayed on the 
report. The grades are displayed in descending order. Multiple or block 
selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Occupation (PATCO) Defaults to All.  

Select this field to display the applicable job code(s) to be displayed on 

the report. Valid values are Professional, Administrative, 

Technical, Clerical, Other, and Blue Collar. Multiple or 

block selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Location (State) Defaults to All. 

Select this field to indicate the State(s) to be displayed on the report. 
The States are listing alphabetically. You can use the scroll bar to 
search for the applicable State(s). Multiple or block selections are 
available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Employment Type (PFT) Defaults to All. 

Select this field to indicate the applicable full-time or part-time status of 
the employee. You can select Employment Types Include to display 
definitions of the various employment types. Multiple or block selections 
are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 
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Field Description/Instruction 

Age Defaults to All.  

Select this field to indicate the applicable age range category to be 
displayed on the report. This field is categorized in ranges of 5-year 
increments. Multiple or block selections are available in this field.  

After making your selection(s), select Done, Cancel, or Reset as 
applicable. 

Veterans Preference Defaults to All.  

Select this field to indicate whether or not an employee is eligible for 
veterans preference. This preference is used in RIF situations, appeals 
cases, and in other situations where veterans preferences are pertinent. 

Valid values are None, 5-Point, 10-Point Disability, 

10-Point Compensable, 10-Point Other, and 10-Point 

30% Compensable. Multiple or block selections are available in this 

field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Disability Code Defaults to All.  

Select this field to indicate the disability code to be displayed on the 
report. This field displays both the two-digit code and the literal. You can 
select Targeted Disabilities Include to display various disability types. 
Multiple or block selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Gender Defaults to All.  

Select this field to indicate the gender to be displayed on the report. 

Valid values are Male and Female. Multiple or block selections are 

available in this field.  

After making your selection, select Include, Exclude, Cancel, or Reset 
as applicable. 

Ethnicity/Race and 
National Origin (ERI) 

Defaults to All.  

Select this field to indicate the RNO to be displayed on the report. 

Multiple or block selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Group the "Two or More 
Races" ERI designations 
that include an Hispanic 
selection as Hispanic 

Defaults to Yes. 

Select this field to indicate whether or not to group two ERI designations 
as Hispanic if one includes Hispanic or Latino. 

After completing your selection(s), select Done or Cancel as applicable.  
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Field Description/Instruction 

Supervisory Status Defaults to All.  

Select this field to select the applicable supervisory status to be 
displayed on the report. Multiple or block selections are available in this 
field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Education Level Defaults to All.  

Select this field to indicate the education level to be displayed on the 
report. Multiple or block selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Length of Service Defaults to All.  

Select this field to indicate the length of service range to be displayed on 
the report. This field is categorized in ranges of 5-year increments. 
Multiple or block selections are available in this field.  

After completing your selection(s), select Done or Cancel as applicable. 

Time Frame Defaults to Calendar Year. 

Select this field to indicate the year to be displayed on the report. Use 
the scroll bar to select the applicable year from the box. You must also 
select the applicable radio button to indicate whether or not to run the 
report using the calendar or fiscal year that corresponds with the year 

selected in the box. Valid values for the radio buttons are Calendar 

Year and Fiscal Year. Multiple or block selections are not allowed.  

After completing your selection, select Done or Cancel as applicable. 

Sort By Defaults to Disability Code.  

Select this field to indicate how you want the report sorted. Multiple or 
block selections are not allowed.  

After making your selection, select Done or Reset as applicable. 
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After running the Employment Distribution by Disability Code report, the Employment 

Distribution by Disability Code report (with criteria) is displayed. 

 

Figure 150: Employment Distribution by Disability Code Report (with criteria) 
  
 

Flex Fund 

The Flex Fund report contains data on employees’ contributions in Flexible Spending Accounts 

(FSA). Data for this report is obtained from NFC’s T&A database and is updated biweekly. 

Note: This report contains detailed data. 
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To run a Flex Fund report: 

1. Select Flex Fund on the Workforce Reports menu. the Flex Fund report search fields are 

displayed. 

 

Figure 151: Flexfund Report 

2. Complete the fields as follows: 

Field Description/Instruction 

Organizational Structure Select this field to select the organizational information to be displayed 
on the report. The default for this field is based upon your security 
access. After making your selection, select Done, Cancel, or Next as 
appropriate. If you select Next, additional organization information is 
displayed. You can continue to make selections and select Next to 
further customize your selection. There are nine organizational levels 
available when selecting Next. Multiple or block selections are not 
allowed when you select Next. To return to the previous organization 
level, select Previous. Your security access determines how many 
levels of organization information that you can access.  

After completing your selection(s), select Done or Cancel as applicable. 

Personnel Office 
Identifier 

Select this field to indicate the POI to be displayed on the report. POIs 
are listed numerically on this field. The four-digit POI and the name of 
the personnel office are both displayed on the report.  

After making your selection, select Done, Cancel, or Reset as 
applicable. 

Fed Flex Plan: Defaults to both valid values.  

Select this field to indicate the Flexible Spending Account that the 

employee is contributing to. Valid values are OPM Fed Flex 

Dependent Care Acct (FD) and OPM Fed Flex Health 

Care Acct (FH). 

After making your selection, select Include, Exclude, Cancel, or Reset 
as applicable. 
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Field Description/Instruction 

Pay Plan Defaults to All. 

Select this field to select the applicable pay plan(s) to be displayed on 
the report. For Department of Commerce employees, you can select 
Pay Plan Groupings Include to the right of the selection box to display 
a list of pay plans included in the groupings. Multiple or block selections 
are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Occupational Series Defaults to All.  

Select this field to select the occupational series to be displayed on the 
report. The four-digit code and the literal are both displayed on the 
report. Multiple or block selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Grade Defaults to All. 

Select this field to select the two-digit grade(s) to be displayed on the 
report. The grades are displayed in descending order. Multiple or block 
selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Location (Duty State) Defaults to All.  

Select this field to select the duty State of the organization. Multiple or 
block selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Location (Duty 
City)-Please select a 
State first 

Defaults to All.  

Select this field to select the duty city of the organization. Valid values 
for this field are determined by the selection(s) made in the Location 
(Duty State) field. You cannot select this field until a selection(s) has 
been made in the Location (Duty State) field. Multiple or block selections 
are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Location (Duty 
county)-Please select a 
State first 

Defaults to All.  

Select this field to select the duty county of the organization. Valid 
values for this field are determined by the selection(s) made in the 
Location (Duty State) field. You cannot select this field until a 
selection(s) has been made in the Location (Duty State) field. Multiple or 
block selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 
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Field Description/Instruction 

Type of Appointment Defaults to All.  

Select this field to indicate the appointment type to be displayed on the 
report. Multiple or block selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Employment Type Defaults to All.  

Select this field to indicate the employee’s employment type. Valid 
values are Full-time, Part-time, Intermittent, Fee 

basis of piecework, and First 40 hours. Multiple or block 

selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Special Employee Code Defaults to All.  

Select this field to indicate the special employee code to be displayed on 
the report. Both the two-digit numeric code and the alpha literal are 
displayed in this field. Multiple or block selections are available in this 
field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Year and Pay Period Select this field to indicate the year and pay period to be displayed on 
the report. The two-digit pay period number and the four-digit year are 
both displayed in this field.  

After completing your selection(s), select Done or Cancel as applicable. 
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After running the Flexfund report, the OPM FedFlex Payment Report By Agency Sum 

report (with criteria) is displayed. You can select an employee from the list and obtain 

more detailed information on that employee. For more information on the data available 

on each employee on the list, see Employee Search (by Name). 

 

Figure 152: OPM FedFlex Payment Report By Agency Sum Report (with criteria) 
  
 

GLUG4811 Appalach Regl Commission 

To run a PACS GLUG 4811 - Appalachian Regional Commission report: 

1. Select GLUG4811 Appalach Regl Commission on the Workforce Reports menu. The PACS 

GLUG 4811 - Appalachian Regional Commission report search fields are displayed. 

 

Figure 153: NFC Reporting Center - PACS GLUG 4811 - Appalachian Regional Commission 
Report 

2. Complete the fields as follows: 

Field Description/Instruction 
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Field Description/Instruction 

Organizational Structure Select this field to select the organizational information to be displayed 
on the report. The default for this field is based upon your security 
access. After making your selection, select Done, Cancel, or Next as 
appropriate. If you select Next, additional organization information is 
displayed. You can continue to make selections and select Next to 
further customize your selection. There are nine organizational levels 
available when selecting Next. Multiple or block selections are not 
allowed when you select Next. To return to the previous organization 
level, select Previous. Your security access determines how many 
levels of organization information that you can access.  

After completing your selection(s), select Done or Cancel as 
applicable. 

Year and Pay Period: Select this field to indicate the year and pay period to be displayed on 
the report. The two-digit pay period number and the four-digit year are 
both displayed in this field.  

After completing your selection(s), select Done or Cancel as 
applicable. 

After running the NFC Reporting Center - PACS GLUG 4811 - Appalachian Regional 

Commission Report, the Premium Report (with criteria) is displayed. 
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Gains and Losses 

The Gains and Losses report contains employees that have either been gained by an organization 

(hires, reassignments, etc.) or lost by an organization (retirements, terminations, etc.). Data for 

this report is obtained from NFC's Personnel History database and is updated biweekly. 

To run a Gains and Losses report: 

1. Select Gains and Losses on the Workforce Reports menu. The Gains and Losses report 

search fields are displayed. 

 

Figure 154: Gains and Losses Report 

2. Complete the fields as follows: 

Field Description/Instruction 
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Field Description/Instruction 

Organizational Structure Defaults based upon your security access.  

Select this field to select the organizational information to be displayed 
on the report. After making your selection, select Done, Cancel, or Next 
as appropriate. If you select Next, additional organization information is 
displayed. You can continue to make selections and select Next to 
further customize your selection. There are nine organizational levels 
available when selecting Next. Multiple or block selections are not 
allowed when you select Next. To return to the previous organization 
level, select Previous. Your security access determines how many 
levels of organization information that you can access.  

After completing your selection(s), select Done or Cancel as applicable. 

Personnel Office 
Identifier 

Select this field to indicate the POI to be displayed on the report. POIs 
are listed numerically on this field. The four-digit POI and the name of 
the personnel office are both displayed on the report.  

After making your selection, select Done, Cancel, or Reset as 
applicable. 

Nature of Action Code Defaults to From 100 to 199 and 300 to 399. 

Select this field to indicate the NOAC to be displayed on the report. The 
three-digit NOAC and the literal are both displayed on this field. Multiple 
or block selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Action Effective Date Select this field to select the applicable From and To dates (for the date 
range) for the action. The down arrows are used to select the applicable 
year, month, and day for each date. 

After making your selection, select Done, Cancel, or Reset as 
applicable. 

Pay Plan Defaults to All. 

Select this field to select the applicable pay plan(s) to be displayed on 
the report. For Department of Commerce employees, you can select 
Pay Plan Groupings Include to the right of the selection box to display 
a list of pay plans included in the groupings. Multiple or block selections 
are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Occupational Series Defaults to All.  

Select this field to select the occupational series to be displayed on the 
report. The four-digit code and the literal are both displayed on the 
report. Multiple or block selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 
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Field Description/Instruction 

Grade Defaults to All. 

Select this field to select the two-digit grade(s) to be displayed on the 
report. The grades are displayed in descending order. Multiple or block 
selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Occupation (PATCO) Defaults to All.  

Select this field to display the applicable Professional, Administrative, 
Technical, Computer, and Other (PATCO) job code(s) to be displayed 

on the report. Valid values are Professional, 

Administrative, Technical, Clerical, Other, and Blue 

Collar. Multiple or block selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Supervisory Status Defaults to All.  

Select this field to select the applicable supervisory status to be 
displayed on the report. Multiple or block selections are available in this 
field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Location (State) Defaults to All.  

Select this field to select the State to be included on the report. States 
are listed alphabetically. Multiple or block selections are available in this 
field. You can use the scroll bar to search for the applicable State(s).  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Employment Type (PFT) Defaults to All. 

Select this field to indicate the applicable full-time or part-time status of 
the employee. You can select Employment Types Include to display 
definitions of the various employment types. Multiple or block selections 
are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Age Defaults to All.  

Select this field to indicate the applicable age range category to be 
displayed on the report. This field is categorized in ranges of 5-year 
increments. Multiple or block selections are available in this field.  

After making your selection(s), select Done, Cancel, or Reset as 
applicable. 
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Field Description/Instruction 

Disability Code Defaults to All.  

Select this field to indicate the disability code to be displayed on the 
report. This field displays both the two-digit numeric code and the literal. 
You can select Targeted Disabilities Include for definitions of the 
various disability types. Multiple or block selections are available in this 
field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Gender Defaults to All. 

Select this field to indicate the gender to be displayed on the report. 
Valid values are Male and Female. Multiple or block selections are 

available in this field.  

After making your selection, select Include, Exclude, Cancel, or Reset 
as applicable. 

Race and National Origin Defaults to All.  

Select this field to indicate the EHRI information to be displayed on the 
report. Multiple or block selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Education Level Defaults to All.  

Select this field to indicate the education level to be displayed on the 
report. Multiple or block selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Length of Service Defaults to All.  

Select this field to indicate the length of service range to be displayed on 
the report. This field is categorized in ranges of 5-year increments. 
Multiple or block selections are available in this field.  

After completing your selection(s), select Done or Cancel as applicable. 

Sort By Defaults to Organization. 

Select this field to indicate how you want the report sorted. Multiple or 
block selections are not allowed. 

After making your selection, select Done or Reset as applicable. 

Tenure Group Defaults to All.  

Select this field to indicate which tenure group to be displayed on the 
report. Valid values are Not In Any Retention Group, Group 

1, Group 2, and Group 3. Multiple or block selections are available 

in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 
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Field Description/Instruction 

Uniform Service Status Defaults to All. 

Select this field to indicate the uniform service status to be displayed on 

the report. Valid values are None, Ready Reserve, Standby 

Reserve, National Guard, Retired Military-Regular, 

and Retired Military-Nonregular. Multiple or block 

selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Veteran Status Defaults to All. Select this field to indicate the veteran status to be 

displayed on the report. Valid values are Not a Veteran of the 

Vietnam Era (Prior to 9/30/91, Vietnam Era Veteran, 

Pre-Vietnam Era Veteran, Post-Vietnam Era Veteran, 

and Not a Veteran (After 9/30/91). Multiple or block 

selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Separation Accession 
Type 

Defaults to Not Separated or Accession this Pay 

Period.  

Select this field to indicate the separation accession status to be 

included on the report. Valid values are Not Separated, Regular, 

Deceased, and Accession this Pay Period. Multiple or block 

selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Type of Appointment Defaults to All. 

Select this field to indicate the appointment type to be displayed on the 
report. Multiple or block selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Employment Type Defaults to All.  

Select this field to indicate the employee’s employment type. Valid 

values are Full-time, Part-time, Intermittent, Fee 

basis of piecework, and First 40 hours. Multiple or block 

selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 
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Field Description/Instruction 

Special Employee Code Defaults to All.  

Select this field to indicate the special employee code to be displayed on 
the report. Both the two-digit numeric code and the alpha literal are 
displayed in this field. Multiple or block selections are available in this 
field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Retirement System Select this field to indicate the retirement system to be displayed on the 
report. Multiple or block selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

After running the Gains and Losses Report, the Gains and Losses report (with criteria) is 

displayed. 

 
  

 

Gender Profile 

The Gender Profile report counts organization employees by gender. Data for this report is 

obtained from the Personnel History database and is updated biweekly. The Sex Code on the 

Personnel History database is used to identify the employee’s gender. 
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To run a Gender Profile report: 

1. Select Gender Profile on the Workforce Reports menu. The Gender Profile report search 

fields are displayed. 

 

Figure 155: Gender Profile Report 

2. Complete the fields as follows: 

Field Description/Instruction 

Organizational Structure Select this field to select the organizational information to be displayed 
on the report. The default for this field is based upon your security 
access. After making your selection, select Done, Cancel, or Next as 
appropriate. If you select Next, additional organization information is 
displayed. You can continue to make selections and select Next to 
further customize your selection. There are nine organizational levels 
available when selecting Next. Multiple or block selections are not 
allowed when you select Next. To return to the previous organization 
level, select Previous. Your security access determines how many 
levels of organization information that you can access.  

After completing your selection(s), select Done or Cancel as applicable. 

Personnel Office 
Identifier 

Select this field to indicate the POI to be displayed on the report. POIs 
are listed numerically on this field. The four-digit POI and the name of 
the personnel office are both displayed on the report.  

After making your selection, select Done, Cancel, or Reset as 
applicable. 
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Field Description/Instruction 

Pay Plan Defaults to All. 

Select this field to select the applicable pay plan(s) to be displayed on 
the report. For Department of Commerce employees, you can select 
Pay Plan Groupings Include to the right of the selection box to display 
a list of pay plans included in the groupings. Multiple or block selections 
are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Occupational Series Defaults to All. 

Select this field to select the occupational series to be displayed on the 
report. The four-digit code and the literal are both displayed on the 
report. Multiple or block selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Grade Defaults to All.  

Select this field to select the two-digit grade(s) to be displayed on the 
report. The grades are displayed in descending order. Multiple or block 
selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Occupation (PATCO) Defaults to All.  

Select this field to display the applicable job code(s) to be displayed on 

the report. Valid values are Professional, Administrative, 

Technical, Clerical, Other, and Blue Collar. Multiple or 

block selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Supervisory Status Defaults to All.  

Select this field to select the applicable supervisory status to be 
displayed on the report. Multiple or block selections are available in this 
field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Location (State) Defaults to All. 

Select this field to indicate the State(s) to be displayed on the report. 
The States are listing alphabetically. You can use the scroll bar to 
search for the applicable State(s). Multiple or block selections are 
available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 
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Field Description/Instruction 

Employment Type (PFT) Defaults to All.  

Select this field to indicate the applicable full-time or part-time status of 
the employee. You can select Employment Types Include to display 
definitions of the various employment types. Multiple or block selections 
are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Age Defaults to All.  

Select this field to indicate the applicable age range category to be 
displayed on the report. This field is categorized in ranges of 5-year 
increments. Multiple or block selections are available in this field.  

After making your selection(s), select Done, Cancel, or Reset as 
applicable. 

Veterans Preference Defaults to All. 

Select this field to indicate whether or not an employee is eligible for 
veterans preference. This preference is used in RIF situations, appeals 
cases, and in other situations where veterans preferences are pertinent. 
Valid values are None, 5-Point, 10-Point Disability, 

10-Point Compensable, 10-Point Other, and 10-Point 

30% Compensable. Multiple or block selections are available in this 

field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Disability Code Defaults to All.  

Select this field to indicate the disability code to be displayed on the 
report. This field displays both the two-digit code and the literal. You can 
select Targeted Disabilities Include to display various disability types. 
Multiple or block selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Ethnicity/Race and 
National Origin (ERI) 

Defaults to All. 

Select this field to indicate the ERI information to be displayed on the 
report. Multiple or block selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Group the "Two or More 
Races" ERI designations 
that include an Hispanic 
selection as Hispanic 

Defaults to Yes. 

Select this field to indicate whether or not to group two ERI designations 
as Hispanic if one includes Hispanic or Latino. 

After completing your selection(s), select Done or Cancel as applicable.  
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Field Description/Instruction 

Education Level Defaults to All.  

Select this field to indicate the education level to be displayed on the 
report. Multiple or block selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Length of Service Defaults to All.  

Select this field to indicate the length of service range to be displayed on 
the report. This field is categorized in ranges of 5-year increments. 
Multiple or block selections are available in this field.  

After completing your selection(s), select Done or Cancel as applicable. 

Time Frame Select this field to indicate the year to be displayed on the report. Use 
the scroll bar to select the applicable year from the box. You must also 
select the applicable radio button to indicate whether or not to run the 
report using the calendar or fiscal year that corresponds with the year 

selected in the box. Valid values for the radio buttons are Calendar 

Year and Fiscal Year. Multiple or block selections are not allowed.  

After completing your selection, select Done or Cancel as applicable. 

Sort By Defaults to Organization.  

Select this field to indicate how you want the report sorted. Multiple or 
block selections are not allowed.  

After making your selection, select Done or Reset as applicable. 

After running the Gender Profile report, the Gender Profile report is displayed. 

 
  

 

Grade Distribution 2.0 

The Grade Distribution report contains a count of all employees in an organization by grade. 

Data for this report is obtained from NFC's PERHIS database and is updated biweekly. 
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To run a Grade Distribution report: 

1. Select Grade Distribution 2.0 on the Workforce Reports menu. The Grade Distribution 

report search fields are displayed. 

 

Figure 156: Grade Distribution 2.0 Report 

2. Complete the fields as follows: 

Field Description/Instruction 

Organizational Structure Select this field to indicate the organization to be displayed on the report. 
The default for this field is based upon your security access. After 
making your selection, select Done, Cancel, or Next as applicable. If 
you select Next, additional organizational information is displayed. You 
can continue to make selections and select Next to further customize 
your selection. There are nine levels of organizational information 
available on this field when you select Next. Multiple or block selections 
are not allowed when you select Next. If you wish to return to the 
previous (higher organizational level), select Previous. Your security 
access determines how many levels you are able to access.  

After making your final selection, select Done. 

Personnel Office 
Identifier 

Select this field to indicate the personnel office identifier (POI) to be 
displayed on the report. POIs are listed numerically on this field. The 
four-digit POI and the name of the personnel office are both displayed 
on the report.  

After making your selection, select Done, Cancel, or Reset as 
applicable. 
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Field Description/Instruction 

Pay Plan Defaults to All. 

Select this field to select the applicable pay plan(s) to be displayed on 
the report. For Department of Commerce employees, you can select 
Pay Plan Groupings Include to the right of the selection box to display 
a list of pay plans included in the groupings. Multiple or block selections 
are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Occupational Series Defaults to All.  

Select this field to select the occupational series to be displayed on the 
report. The four-digit code and the literal are both displayed on the 
report. Multiple or block selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Occupation (PATCO) Defaults to All. 

Select this field to display the applicable job code(s) to be displayed on 

the report. Valid values are Professional, Administrative, 

Technical, Clerical, Other, and Blue Collar. Multiple or 

block selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Supervisory Status Defaults to All.  

Select this field to select the applicable supervisory status to be 
displayed on the report. Multiple or block selections are available in this 
field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Location (State) Defaults to All.  

Select this field to select the State to be included on the report. States 
are listed alphabetically. Multiple or block selections are available in this 
field. You can use the scroll bar to search for the applicable State(s).  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Employment Type (PFT) Defaults to All. 

Select this field to indicate the applicable full-time or part-time status of 
the employee. You can select Employment Types Include to display 
definitions of the various employment types. Multiple or block selections 
are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 
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Field Description/Instruction 

Age Defaults to All.  

Select this field to indicate the applicable age range category to be 
displayed on the report. This field is categorized in ranges of 5-year 
increments. Multiple or block selections are available in this field.  

After making your selection(s), select Done, Cancel, or Reset as 
applicable. 

Veterans Preference Defaults to All. 

Select this field to indicate whether or not an employee is eligible for 
veterans preference. This preference is used in RIF situations, appeals 
cases, and in other situations where veterans preferences are pertinent. 

Valid values are None, 5-Point, 10-Point Disability, 

10-Point Compensable, 10-Point Other, and 10-Point 

30% Compensable. Multiple or block selections are available in this 

field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Disability Code Defaults to All.  

Select this field to indicate the disability code to be displayed on the 
report. This field displays both the two-digit numeric code and the literal. 
You can select Targeted Disabilities Include for definitions of the 
various disability types. Multiple or block selections are available in this 
field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Gender Defaults to All. 

Select this field to indicate the gender to be displayed on the report. 

Valid values are Male and Female. Multiple or block selections are 

available in this field.  

After making your selection, select Include, Exclude, Cancel, or Reset 
as applicable. 

Race and National Origin Defaults to All. 

Select this field to indicate the RNO to be displayed on the report. Valid 

values are Asian, Native Hawaiian or Other Pacific 

Islander, Black or African American, Hispanic or 

Latino, American Indian or Alaska Native, White, and 

Other. Multiple or block selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 
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Field Description/Instruction 

Group the "Two or More 
Races" ERI designations 
that include an Hispanic 
selection as Hispanic: 

Defaults to Yes. 

Select this field to indicate whether or not to group two ERI designations 
as Hispanic if one includes Hispanic or Latino. 

After completing your selection(s), select Done or Cancel as applicable.  

Education Level Defaults to All. 

Select this field to indicate the education level to be displayed on the 
report. Multiple or block selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Length of Service Defaults to All.  

Select this field to indicate the length of service range to be displayed on 
the report. This field is categorized in ranges of 5-year increments. 
Multiple or block selections are available in this field.  

After completing your selection(s), select Done or Cancel as applicable. 

Time Frame Defaults to Calendar Year.  

Select this field to indicate the year to be displayed on the report. Use 
the scroll bar to select the applicable year from the box. You must also 
select the applicable radio button to indicate whether or not to run the 
report using the calendar or fiscal year that corresponds with the year 

selected in the box. Valid values for the radio buttons are Calendar 

Year and Fiscal Year. Multiple or block selections are not allowed.  

After completing your selection, select Done or Cancel as applicable. 

Sort By: Defaults to Organization.  

Select this field to indicate how you want the report sorted. Multiple or 
block selections are not allowed.  

After making your selection, select Done or Reset as applicable. 
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After running the Grade Distribution report, the Grade Distribution report (with criteria) 

is displayed. 

 

Figure 157: Grade Distribution 2.0 Report (with criteria) 
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Grade Range 

The Distribution by Grade Range report displays a count of employees by grade across RNO and 

gender. Data for this report is obtained from the Personnel History database and is updated 

biweekly. 

To run a Distribution by Grade Range report: 

1. Select Grade Range on the Workforce Reports menu. The Distribution by Grade Range 

report search fields are displayed. 

 

Figure 158: Distribution By Grade Range Report 

2. Complete the fields as follows: 

Field Description/Instruction 

Organizational Structure Select this field to select the organizational information to be displayed 
on the report. The default for this field is based upon your security 
access. After making your selection, select Done, Cancel, or Next as 
appropriate. If you select Next, additional organization information is 
displayed. You can continue to make selections and select Next to 
further customize your selection. There are nine organizational levels 
available when selecting Next. Multiple or block selections are not 
allowed when you select Next. To return to the previous organization 
level, select Previous. Your security access determines how many 
levels of organization information that you can access.  

After completing your selection(s), select Done or Cancel as applicable. 
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Field Description/Instruction 

Personnel Office 
Identifier 

Select this field to indicate the POI to be displayed on the report. POIs 
are listed numerically on this field. The four-digit POI and the name of 
the personnel office are both displayed on the report.  

After making your selection, select Done, Cancel, or Reset as 
applicable. 

Pay Plan Defaults to All. 

Select this field to select the applicable pay plan(s) to be displayed on 
the report. For Department of Commerce employees, you can select 
Pay Plan Groupings Include to the right of the selection box to display 

a list of pay plans included in the groupings. Multiple or block selections 
are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Occupational Series Defaults to All.  

Select this field to select the occupational series to be displayed on the 
report. The four-digit code and the literal are both displayed on the 
report. Multiple or block selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Disability Code Defaults to All.  

Select this field to indicate the disability code to be displayed on the 
report. This field displays both the two-digit code and the literal. You can 
select Targeted Disabilities Include to display various disability types. 
Multiple or block selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Gender Defaults to All.  

Select this field to indicate the gender to be displayed on the report. 

Valid values are Male and Female. Multiple or block selections are 

available in this field.  

After making your selection, select Include, Exclude, Cancel, or Reset 
as applicable. 
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Field Description/Instruction 

Ethnicity/Race and 
National Origin (ERI) 

Defaults to All.  

Select this field to indicate the RNO to be displayed on the report. 
Multiple or block selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Group the "Two or More 
Races" ERI designations 
that include an Hispanic 
selection as Hispanic: 

Defaults to Yes. 

Select this field to indicate whether or not to group two ERI designations 
as Hispanic if one includes Hispanic or Latino. 

After completing your selection(s), select Done or Cancel as applicable.  

Grade Defaults to All.  

Select this field to select the two-digit grade(s) to be displayed on the 
report. The grades are displayed in descending order. Multiple or block 
selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Occupation (PATCO) Defaults to All.  

Select this field to display the applicable job code(s) to be displayed on 

the report. Valid values are Professional, Administrative, 

Technical, Clerical, Other, and Blue Collar. Multiple or 

block selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Supervisory Status Defaults to All.  

Select this field to select the applicable supervisory status to be 
displayed on the report. Multiple or block selections are available in this 
field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 
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Field Description/Instruction 

Location (State) Defaults to All. 

Select this field to indicate the State(s) to be displayed on the report. 
The States are listing alphabetically. You can use the scroll bar to 
search for the applicable State(s). Multiple or block selections are 
available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Employment Type (PFT) Defaults to All.  

Select this field to indicate the applicable full-time or part-time status of 
the employee. You can select Employment Types Include to display 
definitions of the various employment types. Multiple or block selections 
are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Age Defaults to All. 

Select this field to indicate the applicable age range category to be 
displayed on the report. This field is categorized in ranges of 5-year 
increments. Multiple or block selections are available in this field.  

After making your selection(s), select Done, Cancel, or Reset as 
applicable. 

Veterans Preference Defaults to All.  

Select this field to indicate whether or not an employee is eligible for 
veterans preference. This preference is used in RIF situations, appeals 
cases, and in other situations where veterans preferences are pertinent. 

Valid values are None, 5-Point, 10-Point Disability, 

10-Point Compensable, 10-Point Other, and 10-Point 

30% Compensable. Multiple or block selections are available in this 

field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 
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Field Description/Instruction 

Education Level Defaults to All. 

Select this field to indicate the education level to be displayed on the 
report. Multiple or block selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Length of Service Defaults to All.  

Select this field to indicate the length of service range to be displayed on 
the report. This field is categorized in ranges of 5-year increments. 
Multiple or block selections are available in this field.  

After completing your selection(s), select Done or Cancel as applicable. 

Time Frame Select this field to indicate the year to be displayed on the report. Use 
the scroll bar to select the applicable year from the box. You must also 
select the applicable radio button to indicate whether or not to run the 
report using the calendar or fiscal year that corresponds with the year 

selected in the box. Valid values for the radio buttons are Calendar 

Year and Fiscal Year. Multiple or block selections are not allowed.  

After completing your selection, select Done or Cancel as applicable. 

Sort By Defaults to PATCO.  

Select this field to indicate how you want the report sorted. Multiple or 
block selections are not allowed.  

After making your selection, select Done or Reset as applicable. 
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After the Distribution By Grade Range report is run, the Grade Range report is displayed. 

 
 

Grades Across Minority and Gender 

The Grade Levels Across Minority and Gender report displays a count of employees by grade 

across RNO and gender. Data for this report is obtained from the Personnel History database and 

is updated biweekly. 

To run a Grade Levels Across Minority and Gender report: 

1. Select Grades Across Minority And Gender on the Workforce Reports menu. The Grade 

Levels Across Minority and Gender report search fields are displayed. 

 

Figure 159: Grade Levels Across Minority and Gender Report 

2. Complete the fields as follows: 

Field Description/Instruction 
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Field Description/Instruction 

Organizational Structure Select this field to select the organizational information to be displayed on 
the report. The default for this field is based upon your security access. 
After making your selection, select Done, Cancel, or Next as 
appropriate. If you select Next, additional organization information is 
displayed. You can continue to make selections and select Next to further 
customize your selection. There are nine organizational levels available 
when selecting Next. Multiple or block selections are not allowed when 
you select Next. To return to the previous organization level, select 
Previous. Your security access determines how many levels of 
organization information that you can access.  

After completing your selection(s), select Done or Cancel as applicable. 

Personnel Office 
Identifier 

Select this field to indicate the POI to be displayed on the report. POIs 
are listed numerically on this field. The four-digit POI and the name of the 
personnel office are both displayed on the report.  

After making your selection, select Done, Cancel, or Reset as 
applicable. 

Pay Plan Defaults to All. 

Select this field to select the applicable pay plan(s) to be displayed on the 
report. For Department of Commerce employees, you can select Pay 
Plan Groupings Include to the right of the selection box to display a list 
of pay plans included in the groupings. Multiple or block selections are 
available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Occupational Series Defaults to All. 

Select this field to select the occupational series to be displayed on the 
report. The four-digit code and the literal are both displayed on the report. 
Multiple or block selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Grade Defaults to All. 

Select this field to select the two-digit grade(s) to be displayed on the 
report. The grades are displayed in descending order. Multiple or block 
selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Disability Code Defaults to All.  

Select this field to indicate the disability code to be displayed on the 
report. This field displays both the two-digit code and the literal. You can 
select Targeted Disabilities Include to display various disability types. 
Multiple or block selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 
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Field Description/Instruction 

Occupation (PATCO) Defaults to All.  

Select this field to display the applicable job code(s) to be displayed on 

the report. Valid values are Professional, Administrative, 

Technical, Clerical, Other, and Blue Collar. Multiple or 

block selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Veterans Preference Defaults to All.  

Select this field to indicate whether or not an employee is eligible for 
veterans preference. This preference is used in RIF situations, appeals 
cases, and in other situations where veterans preferences are pertinent. 

Valid values are None, 5-Point, 10-Point Disability, 

10-Point Compensable, 10-Point Other, and 10-Point 

30% Compensable. Multiple or block selections are available in this 

field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Supervisory Status Defaults to All.  

Select this field to select the applicable supervisory status to be displayed 
on the report. Multiple or block selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Location (State) Defaults to All. 

Select this field to indicate the State(s) to be displayed on the report. The 
States are listing alphabetically. You can use the scroll bar to search for 
the applicable State(s). Multiple or block selections are available in this 
field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Employment Type (PFT) Defaults to All.  

Select this field to indicate the applicable full-time or part-time status of 
the employee. You can select Employment Types Include to display 
definitions of the various employment types. Multiple or block selections 
are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Group the "Two or More 
Races" ERI designations 
that include an Hispanic 
selection as Hispanic 

Defaults to Yes. 

Select this field to indicate whether or not to group two ERI designations 
as Hispanic if one includes Hispanic or Latino. 

After completing your selection(s), select Done or Cancel as applicable.  
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Field Description/Instruction 

Age Defaults to All. 

Select this field to indicate the applicable age range category to be 
displayed on the report. This field is categorized in ranges of 5-year 
increments. Multiple or block selections are available in this field.  

After making your selection(s), select Done, Cancel, or Reset as 
applicable. 

Education Level Defaults to All.  

Select this field to indicate the education level to be displayed on the 
report. Multiple or block selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Length of Service Defaults to All.  

Select this field to indicate the length of service range to be displayed on 
the report. This field is categorized in ranges of 5-year increments. 
Multiple or block selections are available in this field.  

After completing your selection(s), select Done or Cancel as applicable. 

Time Frame Select this field to indicate the year to be displayed on the report. Use the 
scroll bar to select the applicable year from the box. You must also select 
the applicable radio button to indicate whether or not to run the report 
using the calendar or fiscal year that corresponds with the year selected 

in the box. Valid values for the radio buttons are Calendar Year and 

Fiscal Year. Multiple or block selections are not allowed.  

After completing your selection, select Done or Cancel as applicable. 

Sort By: Defaults to Grade.  

Select this field to indicate how you want the report sorted. Multiple or 
block selections are not allowed.  

After making your selection, select Done or Reset as applicable. 
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After running the Grade Levels Across Minority and Gender report, the Gender Profile 

report (with criteria) is displayed. 

 
  

 

Holiday Time Costs 

The Holiday Time Costs report lists holiday time payments for a specific pay period. Data for 

this report is obtained from NFC's T&A database and is updated biweekly. 

To run a Holiday Time Costs report: 

1. Select Holiday Time Costs on the Workforce Reports menu. The Holiday Times Costs 

report search fields are displayed. 

 

Figure 160: Holiday Time Costs Report 

2. Complete the fields as follows: 

Field Description/Instruction 
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Organizational Structure Select this field to select the organizational information to be displayed 
on the report. The default for this field is based upon your security 
access. After making your selection, select Done, Cancel, or Next as 
appropriate. If you select Next, additional organization information is 
displayed. You can continue to make selections and select Next to 
further customize your selection. There are nine organizational levels 
available when selecting Next. Multiple or block selections are not 
allowed when you select Next. To return to the previous organization 
level, select Previous. Your security access determines how many 
levels of organization information that you can access.  

After completing your selection(s), select Done or Cancel as applicable. 

Personnel Office 
Identifier 

Select this field to indicate the POI to be displayed on the report. POIs 
are listed numerically on this field. The four-digit POI and the name of 
the personnel office are both displayed on the report.  

After making your selection, select Done, Cancel, or Reset as 
applicable. 

Pay Plan Defaults to All. 

Select this field to select the applicable pay plan(s) to be displayed on 
the report. For Department of Commerce employees, you can select 
Pay Plan Groupings Include to the right of the selection box to display 
a list of pay plans included in the groupings. Multiple or block selections 
are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Occupational Series Defaults to All.  

Select this field to select the occupational series to be displayed on the 
report. The four-digit code and the literal are both displayed on the 
report. Multiple or block selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Grade Defaults to All.  

Select this field to select the two-digit grade(s) to be displayed on the 
report. The grades are displayed in descending order. Multiple or block 
selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Location (Duty State) Defaults to All.  

Select this field to select the duty State of the organization. Multiple or 
block selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 
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Location (Duty City) Defaults to All.  

Select this field to select the duty city of the organization. Valid values 
for this field are determined by the selection(s) made in the Location 
(Duty State) field. You cannot select this field until a selection(s) has 
been made in the Location (Duty State) field. Multiple or block selections 
are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Location (Duty County) Defaults to All.  

Select this field to select the duty county of the organization. Valid 
values for this field are determined by the selection(s) made in the 
Location (Duty State) field. You cannot select this field until a 
selection(s) has been made in the Location (Duty State) field. Multiple or 
block selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Separation Accession 
Type 

Defaults to Not Separated or Accession this Pay 

Period.  

Select this field to indicate the separation accession status to be 

included on the report. Valid values are Not Separated, Regular, 

Deceased, and Accession this Pay Period. Multiple or block 

selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Type of Appointment Defaults to All. 

Select this field to indicate the appointment type to be displayed on the 
report. Multiple or block selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Employment Type Defaults to All.  

Select this field to indicate the employee’s employment type. Valid 
values are Full-time, Part-time, Intermittent, Fee 

basis of piecework, and First 40 hours. Multiple or block 

selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Special Employee Code Defaults to All.  

Select this field to indicate the special employee code to be displayed on 
the report. Both the two-digit numeric code and the alpha literal are 
displayed in this field. Multiple or block selections are available in this 
field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 
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Retirement System Select this field to indicate the retirement system to be displayed on the 
report. Multiple or block selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

SCD Date (Leave) Select the down arrows to indicate the range, month, day, and year for 
the SCD for leave for the employee(s) to be displayed on the report. The 
first down arrow sets the parameters of the report. 

Valid values for the first down arrow are Equals, Not Equal To, 

Less Than or Equal To, Less Than, Greater Than or 

Equal To, and Greater Than. 

The second down arrow is used to indicate the month. Valid values are 

01 through 12. 

The third down arrow is used to indicate the day. Valid values are 01 

through 31. 

The fourth down arrow is used to indicate the year. Valid values are 

1945 through 2005. 

Multiple or block selections are not available in this field.  

After making your selection(s), select Done, Cancel, or Reset as 
applicable. 

Year and Pay Period Select this field to indicate the year and pay period to be displayed on 
the report. The two-digit pay period number and the four-digit year are 
both displayed in this field.  

After completing your selection(s), select Done or Cancel as applicable. 

Sort Order Defaults to Last Name.  

Select this field to select the applicable sort options. Select the down 
arrow to display the various sort options. Each level has two parts. The 
first part is the literal sort, and the second part is whether or not you 
want to sort in ascending or descending order.  

After making your selection, select Done, Cancel, or Reset as 
applicable. 
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After running the Holiday Time Costs report, the Holiday Time Costs report (with 

criteria) is displayed. 

 

Figure 161: Holiday Time Costs Report (with criteria) 
 

Leave Balances 

The Leave Balances report displays a list of employees within an organization and the leave 

balance for each employee. The length of the list depends on what organizational level that you 

go down to. Data for this report is obtained from the PPS database and is updated biweekly. 

Note: This report contains detailed data. 
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To run a Leave Balances report: 

1. Select Leave Balances on the Workforce Reports menu. The Leave Balances report search 

fields are displayed. 

 

Figure 162: Leave Balances Report 

2. Complete the fields as follows: 

Field Description/Instruction 

Organizational Structure Select this field to select the organizational information to be displayed 
on the report. The default for this field is based upon your security 
access. After making your selection, select Done, Cancel, or Next as 
appropriate. If you select Next, additional organization information is 
displayed. You can continue to make selections and select Next to 
further customize your selection. There are nine organizational levels 
available when selecting Next. Multiple or block selections are not 
allowed when you select Next. To return to the previous organization 
level, select Previous. Your security access determines how many 
levels of organization information that you can access.  

After completing your selection(s), select Done or Cancel as applicable. 

Personnel Office 
Identifier 

Select this field to indicate the POI to be displayed on the report. POIs 
are listed numerically on this field. The four-digit POI and the name of 
the personnel office are both displayed on the report.  

After making your selection, select Done, Cancel, or Reset as 
applicable. 
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Field Description/Instruction 

Pay Plan Defaults to All. 

Select this field to select the applicable pay plan(s) to be displayed on 
the report. For Department of Commerce employees, you can select 
Pay Plan Groupings Include to the right of the selection box to display 
a list of pay plans included in the groupings. Multiple or block selections 
are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Occupational Series Defaults to All.  

Select this field to select the occupational series to be displayed on the 
report. The four-digit code and the literal are both displayed on the 
report. Multiple or block selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Grade Defaults to All.  

Select this field to select the two-digit grade(s) to be displayed on the 
report. The grades are displayed in descending order. Multiple or block 
selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Occupation (PATCO) Defaults to All.  

Select this field to display the applicable job code(s) to be displayed on 

the report. Valid values are Professional, Administrative, 

Technical, Clerical, Other, and Blue Collar. Multiple or 

block selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Supervisory Status Defaults to All. 

Select this field to select the applicable supervisory status to be 
displayed on the report. Multiple or block selections are available in this 
field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Location (Duty State) Defaults to All.  

Select this field to select the duty State of the organization. Multiple or 
block selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 
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Field Description/Instruction 

Location (Duty 
City)-Please select a 
State first 

Defaults to All.  

Select this field to select the duty city of the organization. Valid values 
for this field are determined by the selection(s) made in the Location 
(Duty State) field. You cannot select this field until a selection(s) has 
been made in the Location (Duty State) field. Multiple or block selections 
are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Location (Duty 
county)-Please select a 
State first 

Defaults to All.  

Select this field to select the duty county of the organization. Valid 
values for this field are determined by the selection(s) made in the 
Location (Duty State) field. You cannot select this field until a 
selection(s) has been made in the Location (Duty State) field. Multiple or 
block selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Employment Type (PFT) Defaults to All.  

Select this field to indicate the applicable full-time or part-time status of 
the employee. You can select Employment Types Include to display 
definitions of the various employment types. Multiple or block selections 
are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Age Defaults to All.  

Select this field to indicate the applicable age range category to be 
displayed on the report. This field is categorized in ranges of 5-year 
increments. Multiple or block selections are available in this field.  

After making your selection(s), select Done, Cancel, or Reset as 
applicable. 

Disability Code Defaults to All.  

Select this field to indicate the disability code to be displayed on the 
report. This field displays both the two-digit code and the literal. You can 
select Targeted Disabilities Include to display various disability types. 
Multiple or block selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Gender Defaults to All.  

Select this field to indicate the gender to be displayed on the report. 

Valid values are Male and Female. Multiple or block selections are 

available in this field.  

After making your selection, select Include, Exclude, Cancel, or Reset 
as applicable. 
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Field Description/Instruction 

Race and National Origin Defaults to All. 

Select this field to indicate the RNO to be displayed on the report. Valid 

values are Asian, Native Hawaiian or Other Pacific 

Islander, Black or African American, Hispanic or 

Latino, American Indian or Alaska Native, White, and 

Other. Multiple or block selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Education Level Defaults to All.  

Select this field to indicate the education level to be displayed on the 
report. Multiple or block selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Tenure Group Defaults to All.  

Select this field to indicate which tenure group to be displayed on the 

report. Valid values are Not In Any Retention Group, Group 

1, Group 2, and Group 3. Multiple or block selections are available 

in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Uniform Service Status Defaults to All. 

Select this field to indicate the uniform service status to be displayed on 

the report. Valid values are None, Ready Reserve, Standby 

Reserve, National Guard, Retired Military-Regular, 

and Retired Military-Nonregular. Multiple or block 

selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Veterans Status Defaults to All.  

Select this field to indicate the veteran status to be displayed on the 

report. Valid values are Not a Veteran of the Vietnam Era 

(Prior to 9/30/91), Vietnam Era Veteran, 

Pre-Vietnam Era Veteran, Post-Vietnam Era Veteran, 

and Not a Veteran (After 9/30/91). Multiple or block 

selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 



Publications Category: Reporting 
 Reporting Center 

 

 
 

277 
 

 

Field Description/Instruction 

SCD Date (Leave) Select the down arrows to indicate the range, month, day, and year for 
the SCD for leave for the employee(s) to be displayed on the report. The 
first down arrow sets the parameters of the report. 

Valid values for the first down arrow are Equals, Not Equal To, 

Less Than or Equal To, Less Than, Greater Than or 

Equal To, and Greater Than. 

The second down arrow is used to indicate the month. Valid values are 

01 through 12. 

The third down arrow is used to indicate the day. Valid values are 01 

through 31. 

The fourth down arrow is used to indicate the year. Valid values are 

1945 through 2005. 

Multiple or block selections are not available in this field.  

After making your selection(s), select Done, Cancel, or Reset as 
applicable. 

Separation Accession 
Type 

Defaults to Not Separated or Accession this Pay 

Period.  

Select this field to indicate the separation accession status to be 
included on the report. Valid values are Not Separated, Regular, 

Deceased, and Accession this Pay Period. Multiple or block 

selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Type of Appointment Defaults to All. 

Select this field to indicate the appointment type to be displayed on the 
report. Multiple or block selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Employment Type Defaults to All.  

Select this field to indicate the employee’s employment type. Valid 

values are Full-time, Part-time, Intermittent, Fee 

basis of piecework, and First 40 hours. Multiple or block 

selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 
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Field Description/Instruction 

Special Employee Code Defaults to All.  

Select this field to indicate the special employee code to be displayed on 
the report. Both the two-digit numeric code and the alpha literal are 
displayed in this field. Multiple or block selections are available in this 
field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Sort Order Defaults to Last Name.  

Select this field to select the applicable sort options. Select the down 
arrow to display the various sort options. Each level has two parts. The 
first part is the literal sort, and the second part is whether or not you 
want to sort in ascending or descending order.  

After making your selection, select Done, Cancel, or Reset as 
applicable. 
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After the Leave Balances report is run, the Leave Balances report (with criteria) is 

displayed. Only twenty employee records are displayed at one time. If more than twenty 

records meet the selection criteria, you will be able select the applicable page number to 

find the applicable record. Each employee record contains the employee’s name, SSN, 

current annual leave balance, current sick leave balance, current compensatory leave 

balance, any leave without pay information pertaining that employee, the employee’s 

annual leave category, any suspension leave information, the employee’s SCD for leave, 

the employee’s base salary, military leave information, and FLSA information. You can 

select an employee within the list to obtain more information on the employee. For more 

information on the data available on each employee on the list, see Employee Search (by 

Name). 

 
  

 

Leave Trends 

The Leave Trends report tracks time charged to Transaction Code (TC) 61, Annual Leave, TC 

62, Sick Leave, TC 64, Compensatory Time, TC 66, Other Leave, TC 67, Injury Leave, TC 71, 

Leave Without Pay, and TC 72, Absent Without Leave. Data for this report was obtained from 

the T&A database and is updated biweekly. 
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To run a Leave Trends report: 

1. Select Leave Trends on the Workforce Reports menu. The Leave Trends report search 

fields are displayed. 

 

Figure 163: Leave Trends Report 

2. Complete the fields as follows: 

Field Description/Instruction 

Organizational Structure Select this field to select the organizational information to be displayed 
on the report. The default for this field is based upon your security 
access. After making your selection, select Done, Cancel, or Next as 
appropriate. If you select Next, additional organization information is 
displayed. You can continue to make selections and select Next to 
further customize your selection. There are nine organizational levels 
available when selecting Next. Multiple or block selections are not 
allowed when you select Next. To return to the previous organization 
level, select Previous. Your security access determines how many 
levels of organization information that you can access.  

After completing your selection(s), select Done or Cancel as applicable. 

Personnel Office 
Identifier 

Select this field to indicate the POI to be displayed on the report. POIs 
are listed numerically on this field. The four-digit POI and the name of 
the personnel office are both displayed on the report.  

After making your selection, select Done, Cancel, or Reset as 
applicable. 

Report Type  Defaults to Organizational Leave Trends. 

Select this field to indicate which type of report to be displayed on the 
report.  

After completing your selection, select Done or Reset as applicable. 

Location (State) Defaults to All. 

Select this field to indicate the State(s) to be displayed on the report. 
The States are listing alphabetically. You can use the scroll bar to 
search for the applicable State(s). Multiple or block selections are 
available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 
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Field Description/Instruction 

Location (City) Defaults to All.  

Select this field to select the city of the organization. Valid values for this 
field are determined by the selection(s) made in the Location (State) 
field. You cannot select this field until a selection(s) has been made in 
the Location (State) field. Multiple or block selections are available in this 
field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Location (County) Defaults to All. 

Select this field to select the county of the organization. Valid values for 
this field are determined by the selection(s) made in the Location (State) 
field. You cannot select this field until a selection(s) has been made in 
the Location (State) field. Multiple or block selections are available in this 
field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Zip Code Select this field to indicate the ZIP code to be displayed on the report.  

After making your selection, select Include, Exclude, Cancel, or Reset 
as applicable. 

Year and Pay Period  Select this field to indicate the year and pay period to be displayed on 
the report. The two-digit pay period number and the four-digit year are 
both displayed in this field.  

After completing your selection(s), select Done or Cancel as applicable. 

After running the Leave Trends report, the Leave Trends report (with criteria) is 

displayed. 

 

  

 

Length of Service Profile 

The Length of Service Profile report displays a count of organization employees across length of 

service categories. Data for this report was obtained from the Personnel History database and is 

updated biweekly. Employees with no SCD are not included in this count. 
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To run a Length of Service Profile report: 

1. Select Length Of Service on the Workforce Reports menu. The Length of Service Profile 

report search fields are displayed. 

 

Figure 164: Length of Service Profile Report 

2. Complete the fields as follows: 

Field Description/Instruction 

Organizational Structure Select this field to select the organizational information to be displayed 
on the report. The default for this field is based upon your security 
access. After making your selection, select Done, Cancel, or Next as 
appropriate. If you select Next, additional organization information is 
displayed. You can continue to make selections and select Next to 
further customize your selection. There are nine organizational levels 
available when selecting Next. Multiple or block selections are not 
allowed when you select Next. To return to the previous organization 
level, select Previous. Your security access determines how many 
levels of organization information that you can access.  

After completing your selection(s), select Done or Cancel as applicable. 

Personnel Office 
Identifier 

Select this field to indicate the POI to be displayed on the report. POIs 
are listed numerically on this field. The four-digit POI and the name of 
the personnel office are both displayed on the report.  

After making your selection, select Done, Cancel, or Reset as 
applicable. 
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Field Description/Instruction 

Pay Plan Defaults to All. 

Select this field to select the applicable pay plan(s) to be displayed on 
the report. For Department of Commerce employees, you can select 
Pay Plan Groupings Include to the right of the selection box to display 
a list of pay plans included in the groupings. Multiple or block selections 
are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Occupational Series Defaults to All.  

Select this field to select the occupational series to be displayed on the 
report. The four-digit code and the literal are both displayed on the 
report. Multiple or block selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Grade Defaults to All.  

Select this field to select the two-digit grade(s) to be displayed on the 
report. The grades are displayed in descending order. Multiple or block 
selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Occupation (PATCO) Defaults to All.  

Select this field to display the applicable job code(s) to be displayed on 

the report. Valid values are Professional, Administrative, 

Technical, Clerical, Other, and Blue Collar. Multiple or 

block selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Supervisory Status Defaults to All.  

Select this field to select the applicable supervisory status to be 
displayed on the report. Multiple or block selections are available in this 
field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Location (State) Defaults to All. 

Select this field to indicate the State(s) to be displayed on the report. 
The States are listing alphabetically. You can use the scroll bar to 
search for the applicable State(s). Multiple or block selections are 
available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 
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Field Description/Instruction 

Employment Type (PFT) Defaults to All.  

Select this field to indicate the applicable full-time or part-time status of 
the employee. You can select Employment Types Include to display 
definitions of the various employment types. Multiple or block selections 
are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Age Defaults to All.  

Select this field to indicate the applicable age range category to be 
displayed on the report. This field is categorized in ranges of 5-year 
increments. Multiple or block selections are available in this field.  

After making your selection(s), select Done, Cancel, or Reset as 
applicable. 

Veterans Preference Defaults to All.  

Select this field to indicate whether or not an employee is eligible for 
veterans preference. This preference is used in RIF situations, appeals 
cases, and in other situations where veterans preferences are pertinent. 
Valid values are None, 5-Point, 10-Point Disability, 

10-Point Compensable, 10-Point Other, and 10-Point 

30% Compensable. Multiple or block selections are available in this 

field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Disability Code Defaults to All.  

Select this field to indicate the disability code to be displayed on the 
report. This field displays both the two-digit code and the literal. You can 
select Targeted Disabilities Include to display various disability types. 
Multiple or block selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Gender Defaults to All.  

Select this field to indicate the gender to be displayed on the report. 
Valid values are Male and Female. Multiple or block selections are 

available in this field.  

After making your selection, select Include, Exclude, Cancel, or Reset 
as applicable. 

Ethnicity/Race and 
National Origin (ERI) 

Defaults to All.  

Select this field to indicate the RNO to be displayed on the report. 
Multiple or block selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 
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Field Description/Instruction 

Group the "Two or More 
Races" ERI designations 
that include an Hispanic 
selection as Hispanic  

Defaults to Yes. 

Select this field to indicate whether or not to group two ERI designations 
as Hispanic if one includes Hispanic or Latino. 

After completing your selection(s), select Done or Cancel as applicable.  

Education Level Defaults to All.  

Select this field to indicate the education level to be displayed on the 
report. Multiple or block selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Include Percentages? Defaults to All. 

Select this field to indicate whether or not to include percentage columns 
for each date column on the report. Valid values are No and Yes. 
Multiple or block selections are not available in this field.  

After completing your selection(s), select Done or Cancel as applicable. 

Time Frame Select this field to indicate the year to be displayed on the report. Use 
the scroll bar to select the applicable year from the box. You must also 
select the applicable radio button to indicate whether or not to run the 
report using the calendar or fiscal year that corresponds with the year 

selected in the box. Valid values for the radio buttons are Calendar 

Year and Fiscal Year. Multiple or block selections are not allowed.  

After completing your selection, select Done or Cancel as applicable. 

Sort By  Defaults to Organization. 

Select this field to indicate how you want the report sorted. Multiple or 
block selections are not allowed. 

After making your selection, select Done or Reset as applicable. 

After running the Length of Service Profile report, the Length of Service Profile report 

(with criteria) is displayed. 
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Life Insurance Listing 

The Life Insurance Listing report contains detail data concerning the employees in an 

organization and their life insurance elections. Data for this report is obtained from the PPS 

database and is updated biweekly. 

Note: This report contains detailed data. 

To run a Life Insurance Listing report: 

1. Select Life Insurance Listing on the Workforce Reports menu. The Life Insurance Listing 

report search fields are displayed. 

 

Figure 165: Life Insurance Listing Report 

2. Complete the fields as follows: 
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Field Description/Instruction 

Organizational Structure Select this field to select the organizational information to be displayed 
on the report. The default for this field is based upon your security 
access. After making your selection, select Done, Cancel, or Next as 
appropriate. If you select Next, additional organization information is 
displayed. You can continue to make selections and select Next to 
further customize your selection. There are nine organizational levels 
available when selecting Next. Multiple or block selections are not 
allowed when you select Next. To return to the previous organization 
level, select Previous. Your security access determines how many 
levels of organization information that you can access.  

After completing your selection(s), select Done or Cancel as applicable. 

Personnel Office 
Identifier 

Select this field to indicate the POI to be displayed on the report. POIs 
are listed numerically on this field. The four-digit POI and the name of 
the personnel office are both displayed on the report.  

After making your selection, select Done, Cancel, or Reset as 
applicable. 

Life Ins. Plan Display  Defaults to All. 

Select this field to indicate the numeric type of plan to be displayed on 
the report. Multiple or block selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Life Ins. Plan Select this field to indicate the primary type of life insurance that the 
employee is enrolled in and will be displayed on the report.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Life Ins. Coverage Select this field to indicate the first life insurance coverage code that 
employee has elected and will be displayed on the report.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Life Ins. Option Select this field to indicate the first life insurance option that the 
employee has elected and will be displayed on the report.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Life Ins. Plan 2 Select this field to indicate the second type of life insurance that the 
employee is enrolled in and will be displayed on the report.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Life Ins. Coverage 2 Select this field to indicate the second life insurance coverage code that 
employee has elected and will be displayed on the report.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 
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Field Description/Instruction 

Life Ins. Option 2 Select this field to indicate the second life insurance option that the 
employee has elected and will be displayed on the report.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Life Ins. Plan 3 Select this field to indicate the third type of life insurance that employee 
has elected and will be displayed on the report.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Life Ins. Coverage 3 Select this field to indicate the third life insurance coverage code that 
employee has elected and will be displayed on the report. 

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Life Ins. Option 3 Select this field to indicate the third life insurance option that the 
employee has elected and will be displayed on the report.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Life Ins. Plan 4 Select this field to indicate the fourth type of life insurance that employee 
has elected and will be displayed on the report.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Life Ins. Coverage 4 Select this field to indicate the fourth life insurance coverage code that 
employee has elected and will be displayed on the report.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Pay Plan Defaults to All. 

Select this field to select the applicable pay plan(s) to be displayed on 
the report. For Department of Commerce employees, you can select 
Pay Plan Groupings Include to the right of the selection box to display 
a list of pay plans included in the groupings. Multiple or block selections 
are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Occupational Series Defaults to All.  

Select this field to select the occupational series to be displayed on the 
report. The four-digit code and the literal are both displayed on the 
report. Multiple or block selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 
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Field Description/Instruction 

Grade Defaults to All.  

Select this field to select the two-digit grade(s) to be displayed on the 
report. The grades are displayed in descending order. Multiple or block 
selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Occupation (PATCO) Defaults to All.  

Select this field to display the applicable job code(s) to be displayed on 
the report. Valid values are Professional, Administrative, 

Technical, Clerical, Other, and Blue Collar. Multiple or 

block selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Supervisory Status Defaults to All.  

Select this field to select the applicable supervisory status to be 
displayed on the report. Multiple or block selections are available in this 
field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Location (Duty State) Defaults to All.  

Select this field to select the duty State of the organization. Multiple or 
block selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Location (Duty 
City)-Please select a 
State first 

Defaults to All.  

Select this field to select the duty city of the organization. Valid values 
for this field are determined by the selection(s) made in the Location 
(Duty State) field. You cannot select this field until a selection(s) has 
been made in the Location (Duty State) field. Multiple or block selections 
are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Location (Duty 
county)-Please select a 
State first 

Defaults to All.  

Select this field to select the duty county of the organization. Valid 
values for this field are determined by the selection(s) made in the 
Location (Duty State) field. You cannot select this field until a 
selection(s) has been made in the Location (Duty State) field. Multiple or 
block selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 
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Field Description/Instruction 

Employment Type (PFT) Defaults to All.  

Select this field to indicate the applicable full-time or part-time status of 
the employee. You can select Employment Types Include to display 
definitions of the various employment types. Multiple or block selections 
are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Age Defaults to All.  

Select this field to indicate the applicable age range category to be 
displayed on the report. This field is categorized in ranges of 5-year 
increments. Multiple or block selections are available in this field.  

After making your selection(s), select Done, Cancel, or Reset as 
applicable. 

Disability Code Defaults to All.  

Select this field to indicate the disability code to be displayed on the 
report. This field displays both the two-digit code and the literal. You can 
select Targeted Disabilities Include to display various disability types. 
Multiple or block selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Gender Defaults to All.  

Select this field to indicate the gender to be displayed on the report. 

Valid values are Male and Female. Multiple or block selections are 

available in this field.  

After making your selection, select Include, Exclude, Cancel, or Reset 
as applicable. 

Race and National Origin Defaults to All.  

Select this field to indicate the RNO to be displayed on the report. Valid 

values are Asian, Native Hawaiian or Other Pacific 

Islander, Black or African American, Hispanic or 

Latino, American Indian or Alaska Native, White, and 

Other. Multiple or block selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Education Level Defaults to All.  

Select this field to indicate the education level to be displayed on the 
report. Multiple or block selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 
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Field Description/Instruction 

Tenure Group Defaults to All. 

Select this field to indicate which tenure group to be displayed on the 

report. Valid values are Not In Any Retention Group, Group 

1, Group 2, and Group 3. Multiple or block selections are available 

in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Uniform Service Status Defaults to All. 

Select this field to indicate the uniform service status to be displayed on 

the report. Valid values are None, Ready Reserve, Standby 

Reserve, National Guard, Retired Military-Regular, 

and Retired Military-Nonregular. Multiple or block 

selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Veterans Status Defaults to All.  

Select this field to indicate the veteran status to be displayed on the 

report. Valid values are Not a Veteran of the Vietnam Era 

(Prior to 9/30/91), Vietnam Era Veteran, 

Pre-Vietnam Era Veteran, Post-Vietnam Era Veteran, 

and Not a Veteran (After 9/30/91). Multiple or block 

selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Separation Accession 
Type  

Defaults to Not Separated or Accession this Pay 

Period.  

Select this field to indicate the separation accession status to be 

included on the report. Valid values are Not Separated, Regular, 

Deceased, and Accession this Pay Period. Multiple or block 

selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Type of Appointment Defaults to All.  

Select this field to indicate the appointment type to be displayed on the 
report. Multiple or block selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 
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Field Description/Instruction 

Employment Type Defaults to All.  

Select this field to indicate the employee’s employment type. Valid 

values are Full-time, Part-time, Intermittent, Fee 

basis of piecework, and First 40 hours. Multiple or block 

selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Special Employee Code Defaults to All.  

Select this field to indicate the special employee code to be displayed on 
the report. Both the two-digit numeric code and the alpha literal are 
displayed in this field. Multiple or block selections are available in this 
field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Retirement System Select this field to indicate the retirement system to be displayed on the 
report. Multiple or block selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Sort Order  Defaults to Last Name. 

Select this field to select the applicable sort options. Select the down 
arrow to display the various sort options. Each level has two parts. The 
first part is the literal sort, and the second part is whether or not you 
want to sort in ascending or descending order.  

After making your selection, select Done, Cancel, or Reset as 
applicable. 
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After running the List Insurance Listing report, the Life Insurance Listing report (with 

criteria) is displayed. 

 
 

Long Term Care 

The Long Term Care report is obtained from NFC’s T&A database and is updated biweekly. 

To run a Long Term Care report: 

1. Select Long Term Care on the Workforce Reports menu. The Long Term Care report 

search fields are displayed. 

 

Figure 166: Long Term Care Report 

2. Complete the fields as follows: 

Field Description/Instruction 



 
Publications Category: Reporting 

Reporting Center 
 

 
 
 

294 
 

 

Field Description/Instruction 

Organizational Structure Select this field to select the organizational information to be displayed 
on the report. The default for this field is based upon your security 
access. After making your selection, select Done, Cancel, or Next as 
appropriate. If you select Next, additional organization information is 
displayed. You can continue to make selections and select Next to 
further customize your selection. There are nine organizational levels 
available when selecting Next. Multiple or block selections are not 
allowed when you select Next. To return to the previous organization 
level, select Previous. Your security access determines how many 
levels of organization information that you can access.  

After completing your selection(s), select Done or Cancel as applicable. 

Personnel Office 
Identifier 

Select this field to indicate the POI to be displayed on the report. POIs 
are listed numerically on this field. The four-digit POI and the name of 
the personnel office are both displayed on the report.  

After making your selection, select Done, Cancel, or Reset as 
applicable. 

Year and Pay Period Select this field to indicate the year and pay period to be displayed on 
the report. The two-digit pay period number and the four-digit year are 
both displayed in this field.  

After completing your selection(s), select Done or Cancel as applicable. 

After running the Long Term Care report, the Long Term Care Report (with criteria) is 

displayed. 

 
 

Lump Sum Annual Leave Payments 

The Lump Sum Annual Leave Payments report lists employees' lump sum annual leave 

payments for a given pay period. Data for this report is obtained from NFC's T&A database and 

is updated biweekly. 
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To run a Lump Sum Annual Leave Payments report: 

1. Select Lump Sum Annual Leave Payments on the Workforce Reports menu. The Lump 

Sum Annual Leave Payments report search fields are displayed. 

 

Figure 167: Lump Sum Annual Leave Payments Report 

2. Complete the fields as follows: 

Field Description/Instruction 

Organizational Structure Select this field to select the organizational information to be displayed 
on the report. The default for this field is based upon your security 
access. After making your selection, select Done, Cancel, or Next as 
appropriate. If you select Next, additional organization information is 
displayed. You can continue to make selections and select Next to 
further customize your selection. There are nine organizational levels 
available when selecting Next. Multiple or block selections are not 
allowed when you select Next. To return to the previous organization 
level, select Previous. Your security access determines how many 
levels of organization information that you can access.  

After completing your selection(s), select Done or Cancel as applicable. 

Personnel Office 
Identifier 

Select this field to indicate the POI to be displayed on the report. POIs 
are listed numerically on this field. The four-digit POI and the name of 
the personnel office are both displayed on the report.  

After making your selection, select Done, Cancel, or Reset as 
applicable. 

Pay Plan Defaults to All. 

Select this field to select the applicable pay plan(s) to be displayed on 
the report. For Department of Commerce employees, you can select 
Pay Plan Groupings Include to the right of the selection box to display 
a list of pay plans included in the groupings. Multiple or block selections 
are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 
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Field Description/Instruction 

Occupational Series Defaults to All. 

Select this field to select the occupational series to be displayed on the 
report. The four-digit code and the literal are both displayed on the 
report. Multiple or block selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Grade Defaults to All.  

Select this field to select the two-digit grade(s) to be displayed on the 
report. The grades are displayed in descending order. Multiple or block 
selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Location (Duty State) Defaults to All.  

Select this field to select the duty State of the organization. Multiple or 
block selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Location (Duty City) Defaults to All.  

Select this field to select the duty city of the organization. Valid values 
for this field are determined by the selection(s) made in the Location 
(Duty State) field. You cannot select this field until a selection(s) has 
been made in the Location (Duty State) field. Multiple or block selections 
are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Location (Duty County) Defaults to All.  

Select this field to select the duty county of the organization. Valid 
values for this field are determined by the selection(s) made in the 
Location (Duty State) field. You cannot select this field until a 
selection(s) has been made in the Location (Duty State) field. Multiple or 
block selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Separation Accession 
Type  

Defaults to Not Separated or Accession this Pay 

Period.  

Select this field to indicate the separation accession status to be 

included on the report. Valid values are Not Separated, Regular, 

Deceased, and Accession this Pay Period. Multiple or block 

selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 
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Field Description/Instruction 

Type of Appointment Defaults to All. 

Select this field to indicate the appointment type to be displayed on the 
report. Multiple or block selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Employment Type Defaults to All.  

Select this field to indicate the employee’s employment type. Valid 
values are Full-time, Part-time, Intermittent, Fee 

basis of piecework, and First 40 hours. Multiple or block 

selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Special Employee Code Defaults to All.  

Select this field to indicate the special employee code to be displayed on 
the report. Both the two-digit numeric code and the alpha literal are 
displayed in this field. Multiple or block selections are available in this 
field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Retirement System Select this field to indicate the retirement system to be displayed on the 
report. Multiple or block selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

SCD Date (Leave) Select the down arrows to indicate the range, month, day, and year for 
the SCD for leave for the employee(s) to be displayed on the report. The 
first down arrow sets the parameters of the report. 

Valid values for the first down arrow are Equals, Not Equal To, 

Less Than or Equal To, Less Than, Greater Than or 

Equal To, and Greater Than. 

The second down arrow is used to indicate the month. Valid values are 

01 through 12. 

The third down arrow is used to indicate the day. Valid values are 01 

through 31. 

The fourth down arrow is used to indicate the year. Valid values are 

1945 through 2005. 

Multiple or block selections are not available in this field.  

After making your selection(s), select Done, Cancel, or Reset as 
applicable. 
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Field Description/Instruction 

Year and Pay Period Select this field to indicate the year and pay period to be displayed on 
the report. The two-digit pay period number and the four-digit year are 
both displayed in this field.  

After completing your selection(s), select Done or Cancel as applicable. 

After running the Lump Sum Annual Leave Payments report, the Lump Sum Annual 

Leave Payments report (with criteria) is displayed. 

 

Figure 168: Lump Sum Annual Leave Payments Report (with criteria) 
 

MD-715-EEOC Workforce Data 

The MD-715 - EEOC Workforce Data report displays triggers to be explored by the Agency 

concerning Equal Employment Opportunity Commission (EEOC) data. Data for this report is 

obtained from the PPS database and is updated biweekly. 

To run an MD-715 - EEOC Workforce Data report: 

1. Select MD-715-EEOC Workforce Data on the Workforce Reports menu. The MD-715 - 

EEOC Workforce Data report search fields are displayed. 

 

Figure 169: MD-715 EEOC Workforce Data Report 

2. Complete the fields as follows: 
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Field Description/Instruction 

Organizational Structure Select this field to select the organizational information to be displayed 
on the report. The default for this field is based upon your security 
access. After making your selection, select Done, Cancel, or Next as 
appropriate. If you select Next, additional organization information is 
displayed. You can continue to make selections and select Next to 
further customize your selection. There are nine organizational levels 
available when selecting Next. Multiple or block selections are not 
allowed when you select Next. To return to the previous organization 
level, select Previous. Your security access determines how many 
levels of organization information that you can access.  

After completing your selection(s), select Done or Cancel as applicable. 

Personnel Office 
Identifier 

Select this field to indicate the POI to be displayed on the report. POIs 
are listed numerically on this field. The four-digit POI and the name of 
the personnel office are both displayed on the report.  

After making your selection, select Done, Cancel, or Reset as 
applicable. 

Workforce Data Table  Defaults to Table A:1 Total Workforce - Distribution 

by Race/Ethnicity and Sex. 

Select this field to indicate the table to be displayed on the report. For 
information on the tables available for this report, select More at the top 
of the report.  

After making your selection, select Done, Cancel, or Reset as 
applicable. 

Group the Indefinite 
Employees with the 
Temporary Employees 
(Tables A1, A8, B1, and 
B8)  

Defaults to No.  

Select this field to indicate whether or not to group the indefinite 
employees with the temporary employees displayed on the report. Valid 

values are Yes and No.  

After making your selection, select Include, Cancel, or Reset as 
applicable. 

Group the "Two or More 
Races" ERI designations 
that include a Hispanic 
selection as Hispanic  

Defaults to Yes. 

Select this field to indicate whether or not to group two ERI designations 
as Hispanic if one includes Hispanic or Latino. 

After completing your selection(s), select Done or Cancel as applicable.  

Include a Non-Disclosed 
Column  

Defaults to No.  

Select this field to indicate whether or not to include a nondisclosed 

column on the report. Valid values are Yes and No.  

After making your selection, select Include, Cancel, or Reset as 
applicable. 
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Field Description/Instruction 

Select Major Occupations 
(Tables A6, A7, A9, A11, 
B6, B9, and B11) 

Defaults to All.  

Select this field to indicate the occupation series to be displayed on the 
report. Multiple or block selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Select Pay Plans to 
Group with GS (Tables 
A4, A5, B4, and B5) 

Defaults to All.  

Select this field to indicate the pay plans (along with GS) to be displayed 
on the report. Multiple or block selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Include National CLF 
Data (Table A1, B1, and 
A8)  

Select this field to indicate whether or not include relevant civilian labor 

force (RCLF) statistics on the report. Valid values are Yes and No.  

After making your selection, select Done or Cancel as applicable. 

Time Frame  Defaults to the current fiscal year for the radio buttons.  

Defaults to FY 2010 for the search criteria.  

Select this field to indicate the year to be displayed on the report. Use 
the scroll bar to select the applicable year from the box. You must also 
select the applicable radio button to indicate whether or not to run the 
report using the calendar or fiscal year that corresponds with the year 

selected in the box. Valid values for the radio buttons are Calendar 

Year and Fiscal Year. Multiple or block selections are not allowed.  

After completing your selection, select Done or Cancel as applicable. 
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After running the MD-715 - EEOC Workforce Data report, the applicable MD-715 - 

EEOC Workforce Data report is displayed. 

 
 

Minority Profile 

The Minority Profile report displays a count across RNO of employees in an organization. Data 

for this report is obtained from the Personnel History database and is updated biweekly. 
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To run a Minority Profile report: 

1. Select Minority Profile on the Workforce Reports menu. The Minority Profile report search 

fields are displayed. 

 

Figure 170: Minority Profile Report 

2. Complete the fields as follows: 

Field Description/Instruction 

Organizational Structure Select this field to select the organizational information to be displayed 
on the report. The default for this field is based upon your security 
access. After making your selection, select Done, Cancel, or Next as 
appropriate. If you select Next, additional organization information is 
displayed. You can continue to make selections and select Next to 
further customize your selection. There are nine organizational levels 
available when selecting Next. Multiple or block selections are not 
allowed when you select Next. To return to the previous organization 
level, select Previous. Your security access determines how many 
levels of organization information that you can access.  

After completing your selection(s), select Done or Cancel as applicable. 

Personnel Office 
Identifier 

Select this field to indicate the POI to be displayed on the report. POIs 
are listed numerically on this field. The four-digit POI and the name of 
the personnel office are both displayed on the report.  

After making your selection, select Done, Cancel, or Reset as 
applicable. 
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Field Description/Instruction 

Pay Plan Defaults to All. 

Select this field to select the applicable pay plan(s) to be displayed on 
the report. For Department of Commerce employees, you can select 
Pay Plan Groupings Include to the right of the selection box to display 
a list of pay plans included in the groupings. Multiple or block selections 
are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Occupational Series Defaults to All.  

Select this field to select the occupational series to be displayed on the 
report. The four-digit code and the literal are both displayed on the 
report. Multiple or block selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Grade Defaults to All.  

Select this field to select the two-digit grade(s) to be displayed on the 
report. The grades are displayed in descending order. Multiple or block 
selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Occupation (PATCO) Defaults to All.  

Select this field to display the applicable job code(s) to be displayed on 

the report. Valid values are Professional, Administrative, 

Technical, Clerical, Other, and Blue Collar. Multiple or 

block selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Supervisory Status Defaults to All.  

Select this field to select the applicable supervisory status to be 
displayed on the report. Multiple or block selections are available in this 
field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Location (State) Defaults to All. 

Select this field to indicate the State(s) to be displayed on the report. 
The States are listing alphabetically. You can use the scroll bar to 
search for the applicable State(s). Multiple or block selections are 
available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 
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Field Description/Instruction 

Employment Type (PFT) Defaults to All.  

Select this field to indicate the applicable full-time or part-time status of 
the employee. You can select Employment Types Include to display 
definitions of the various employment types. Multiple or block selections 
are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Age Defaults to All.  

Select this field to indicate the applicable age range category to be 
displayed on the report. This field is categorized in ranges of 
5-year increments. Multiple or block selections are available in this field.  

After making your selection(s), select Done, Cancel, or Reset as 
applicable. 

Veterans Preference Defaults to All.  

Select this field to indicate whether or not an employee is eligible for 
veterans preference. This preference is used in RIF situations, appeals 
cases, and in other situations where veterans preferences are pertinent. 
Valid values are None, 5-Point, 10-Point Disability, 

10-Point Compensable, 10-Point Other, and 10-Point 

30% Compensable. Multiple or block selections are available in this 

field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Disability Code Defaults to All.  

Select this field to indicate the disability code to be displayed on the 
report. This field displays both the two-digit code and the literal. You can 
select Targeted Disabilities Include to display various disability types. 
Multiple or block selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Education Level Defaults to All.  

Select this field to indicate the education level to be displayed on the 
report. Multiple or block selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Length of Service Defaults to All.  

Select this field to indicate the length of service range to be displayed on 
the report. This field is categorized in ranges of 5-year increments. 
Multiple or block selections are available in this field.  

After completing your selection(s), select Done or Cancel as applicable. 
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Field Description/Instruction 

Group the "Two or More 
Races" ERI designations 
that include a Hispanic 
selection as Hispanic  

Defaults to Yes. 

Select this field to indicate whether or not to group two ERI designations 
as Hispanic if one includes Hispanic or Latino. 

After completing your selection(s), select Done or Cancel as applicable.  

Sort by Gender Inside of 
RNO Classification 

Defaults to Yes.  

Select this field to indicate whether or not to sort by gender inside of 

RNO classification. Valid values are Yes and No. 

After making your selection, select Done, Cancel, or Reset as 
applicable. 

Time Frame Defaults to the current calendar year for the radio buttons.  

Defaults to 2010 for the search criteria.  

Select this field to indicate the year to be displayed on the report. Use 
the scroll bar to select the applicable year from the box. You must also 
select the applicable radio button to indicate whether or not to run the 
report using the calendar or fiscal year that corresponds with the year 

selected in the box. Valid values for the radio buttons are Calendar 

Year and Fiscal Year. Multiple or block selections are not allowed.  

After completing your selection, select Done or Cancel as applicable. 

Sort By Defaults to Organization.  

Select this field to indicate how you want the report sorted. Multiple or 
block selections are not allowed. 

After making your selection, select Done or Reset as applicable. 

After running the Minority Profile report, the Minority Profile report is displayed. 

 
 



 
Publications Category: Reporting 

Reporting Center 
 

 
 
 

306 
 

 

Misc Personnel/Payroll (Startup 1) 

The Miscellaneous Personnel and Payroll Data (Startup 1) report is displayed when you This 

report contains miscellaneous personnel data. Data for this report is obtained from NFC's 

Payroll/Personnel database and is updated biweekly. 

To run a Miscellaneous Personnel and Payroll Data (Startup 1) report: 

1. Select Misc Personnel/Payroll (Startup 1) on the Workforce Reports menu. The Misc 

Personnel/Payroll (Startup 1) report search fields are displayed. 

 

Figure 171: Miscellaneous Personnel and Payroll Data (Startup 1) Report 

2. Complete the fields as follows: 

Field Description/Instruction 
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Field Description/Instruction 

Organizational Structure Select this field to select the organizational information to be displayed 
on the report. The default for this field is based upon your security 
access. After making your selection, select Done, Cancel, or Next as 
appropriate. If you select Next, additional organization information is 
displayed. You can continue to make selections and select Next to 
further customize your selection. There are nine organizational levels 
available when selecting Next. Multiple or block selections are not 
allowed when you select Next. To return to the previous organization 
level, select Previous. Your security access determines how many 
levels of organization information that you can access.  

After completing your selection(s), select Done or Cancel as applicable. 

Personnel Office 
Identifier 

Select this field to indicate the POI to be displayed on the report. POIs 
are listed numerically on this field. The four-digit POI and the name of 
the personnel office are both displayed on the report.  

After making your selection, select Done, Cancel, or Reset as 
applicable. 

Pay Plan Defaults to All. 

Select this field to select the applicable pay plan(s) to be displayed on 
the report. For Department of Commerce employees, you can select 
Pay Plan Groupings Include to the right of the selection box to display 
a list of pay plans included in the groupings. Multiple or block selections 
are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Occupational Series Defaults to All.  

Select this field to select the occupational series to be displayed on the 
report. The four-digit code and the literal are both displayed on the 
report. Multiple or block selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Grade Defaults to All.  

Select this field to select the two-digit grade(s) to be displayed on the 
report. The grades are displayed in descending order. Multiple or block 
selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Occupation (PATCO) Defaults to All.  

Select this field to display the applicable job code(s) to be displayed on 

the report. Valid values are Professional, Administrative, 

Technical, Clerical, Other, and Blue Collar. Multiple or 

block selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 
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Field Description/Instruction 

Supervisory Status Defaults to All.  

Select this field to select the applicable supervisory status to be 
displayed on the report. Multiple or block selections are available in this 
field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Location (Duty State) Defaults to All.  

Select this field to select the duty State of the organization. Multiple or 
block selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Location (Duty City) Defaults to All.  

Select this field to select the duty city of the organization. Valid values 
for this field are determined by the selection(s) made in the Location 
(Duty State) field. You cannot select this field until a selection(s) has 
been made in the Location (Duty State) field. Multiple or block selections 
are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Location (Duty County) Defaults to All.  

Select this field to select the duty county of the organization. Valid 
values for this field are determined by the selection(s) made in the 
Location (Duty State) field. You cannot select this field until a 
selection(s) has been made in the Location (Duty State) field. Multiple or 
block selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Employment Type (PFT) Defaults to All. 

Select this field to indicate the applicable full-time or part-time status of 
the employee. You can select Employment Types Include to display 
definitions of the various employment types. Multiple or block selections 
are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Age Defaults to All.  

Select this field to indicate the applicable age range category to be 
displayed on the report. This field is categorized in ranges of 5-year 
increments. Multiple or block selections are available in this field.  

After making your selection(s), select Done, Cancel, or Reset as 

applicable. 
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Field Description/Instruction 

Disability Code Defaults to All.  

Select this field to indicate the disability code to be displayed on the 
report. This field displays both the two-digit code and the literal. You can 
select Targeted Disabilities Include to display various disability types. 
Multiple or block selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Gender Defaults to All.  

Select this field to indicate the gender to be displayed on the report. 
Valid values are Male and Female. Multiple or block selections are 

available in this field.  

After making your selection, select Include, Exclude, Cancel, or Reset 

as applicable. 

Race and National Origin Defaults to All.  

Select this field to indicate the EHRI information to be displayed on the 
report. Multiple or block selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Education Level Defaults to All. 

Select this field to indicate the education level to be displayed on the 
report. Multiple or block selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Tenure Group Defaults to All.  

Select this field to indicate which tenure group to be displayed on the 

report. Valid values are Not In Any Retention Group, Group 

1, Group 2, and Group 3. Multiple or block selections are available 

in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Uniform Service Status Defaults to All. 

Select this field to indicate the uniform service status to be displayed on 

the report. Valid values are None, Ready Reserve, Standby 

Reserve, National Guard, Retired Military-Regular, 

and Retired Military-Nonregular. Multiple or block 

selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 
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Field Description/Instruction 

Veterans Status Defaults to All.  

Select this field to indicate the veteran status to be displayed on the 

report. Valid values are Not a Veteran of the Vietnam Era 

(Prior to 9/30/91), Vietnam Era Veteran, 

Pre-Vietnam Era Veteran, Post-Vietnam Era Veteran, 

and Not a Veteran (After 9/30/91). Multiple or block 

selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

SCD Date (Leave) Select the down arrows to indicate the range, month, day, and year for 
the SCD for leave for the employee(s) to be displayed on the report. The 
first down arrow sets the parameters of the report. 

Valid values for the first down arrow are Equals, Not Equal To, 

Less Than or Equal To, Less Than, Greater Than or 

Equal To, and Greater Than. 

The second down arrow is used to indicate the month. Valid values are 

01 through 12. 

The third down arrow is used to indicate the day. Valid values are 01 

through 31. 

The fourth down arrow is used to indicate the year. Valid values are 

1945 through 2005. 

Multiple or block selections are not available in this field.  

After making your selection(s), select Done, Cancel, or Reset as 
applicable. 

Separation Accession 
Type  

Defaults to Not Separated or Accession this Pay 

Period.  

Select this field to indicate the separation accession status to be 

included on the report. Valid values are Not Separated, Regular, 

Deceased, and Accession this Pay Period. Multiple or block 

selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Type of Appointment Defaults to All. 

Select this field to indicate the appointment type to be displayed on the 
report. Multiple or block selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 
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Field Description/Instruction 

Employment Type Defaults to All.  

Select this field to indicate the employee’s employment type. Valid 

values are Full-time, Part-time, Intermittent, Fee 

basis of piecework, and First 40 hours. Multiple or block 

selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Special Employee Code Defaults to All.  

Select this field to indicate the special employee code to be displayed on 
the report. Both the two-digit numeric code and the alpha literal are 
displayed in this field. Multiple or block selections are available in this 
field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Retirement System Select this field to indicate the retirement system to be displayed on the 
report. Multiple or block selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Sort Order Defaults to Last Name.  

Select this field to select the applicable sort options. Select the down 
arrow to display the various sort options. Each level has two parts. The 
first part is the literal sort, and the second part is whether or not you 
want to sort in ascending or descending order.  

After making your selection, select Done, Cancel, or Reset as 
applicable. 
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After running the Miscellaneous Personnel and Payroll Data (Startup 1) report, the 

Miscellaneous Personnel and Payroll Data report (with criteria) is displayed. 

 
 

NGA Overtime Report 

The Overtime Costs report lists overtime payments for a pay period. Data for this report is 

obtained from NFC's T&A database and is updated biweekly. 

To complete an Overtime Costs report: 

1. Select NGA Overtime Report on the Workforce Reports menu. The Overtime Costs report 

search fields are displayed. 

 

Figure 172: Overtime Costs Report 

2. Complete the fields as follows: 
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Field Description/Instruction 

Organizational Structure Select this field to select the organizational information to be displayed 
on the report. The default for this field is based upon your security 
access. After making your selection, select Done, Cancel, or Next as 
appropriate. If you select Next, additional organization information is 
displayed. You can continue to make selections and select Next to 
further customize your selection. There are nine organizational levels 
available when selecting Next. Multiple or block selections are not 
allowed when you select Next. To return to the previous organization 
level, select Previous. Your security access determines how many 
levels of organization information that you can access.  

After completing your selection(s), select Done or Cancel as applicable. 

Personnel Office 
Identifier 

Select this field to indicate the POI to be displayed on the report. POIs 
are listed numerically on this field. The four-digit POI and the name of 
the personnel office are both displayed on the report.  

After making your selection, select Done, Cancel, or Reset as 
applicable. 

Decision Center Select this field to indicate the organization making the decision. 

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Year and Pay Period Select this field to indicate the year and pay period to be displayed on 
the report. The two-digit pay period number and the four-digit year are 
both displayed in this field.  

After completing your selection(s), select Done or Cancel as applicable. 

After running the Overtime Costs report, the Overtime Costs report (with criteria) is 

displayed. 

 

Figure 173: Overtime Costs Report (with criteria) 
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Non-Pay Hours Report 

The Non-Pay Hours report (LWOP and AWOL) is used to obtain information concerning leave 

without pay (LWOP) and absence without leave (AWOL). This report tracks the time charged to 

TC 71, LWOP, and TC 72, AWOL. Data for this report is obtained from the time and T&A 

database and is updated biweekly. 

To run a Non-Pay Hours report: 

1. Select Non-Pay Hours Report on the Workforce Reports menu. The Non-Pay Hours report 

search fields are displayed. 

 

Figure 174: Non-Pay Hours Report 

2. Complete the fields as follows: 

Field Description/Instruction 

Organizational Structure Select this field to select the organizational information to be displayed 
on the report. The default for this field is based upon your security 
access. After making your selection, select Done, Cancel, or Next as 
appropriate. If you select Next, additional organization information is 
displayed. You can continue to make selections and select Next to 
further customize your selection. There are nine organizational levels 
available when selecting Next. Multiple or block selections are not 
allowed when you select Next. To return to the previous organization 
level, select Previous. Your security access determines how many 
levels of organization information that you can access.  

After completing your selection(s), select Done or Cancel as applicable. 

Personnel Office 
Identifier 

Select this field to indicate the POI to be displayed on the report. POIs 
are listed numerically on this field. The four-digit POI and the name of 
the personnel office are both displayed on the report.  

After making your selection, select Done, Cancel, or Reset as 
applicable. 

Leave Year  Select this field to indicate the year to be displayed on the report. The 
four-digit year is displayed in this field.  

After making your selection, select Include, Cancel, or Reset as 
applicable. 
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After running the Non-Pay Hours Report (LWOP and AWOL), the Non-Pay Hours 

Report (LWOP and AWOL) (with criteria) is displayed. 

 
 

Occupational Categories Profile 

The Occupational Categories Profile report displays the number of employees in an organization 

grouped by EEOC categories. Data for this report is obtained from the Personnel History 

database. 

To run an Occupational Categories Profile report: 

1. Select Occupational Categories Profile on the Workforce Reports menu. The Occupational 

Categories Profile report search fields are displayed. 

 

Figure 175: Occupational Categories Profile Report 

2. Complete the fields as follows: 

Field Description/Instruction 
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Field Description/Instruction 

Organizational Structure Select this field to select the organizational information to be displayed 
on the report. The default for this field is based upon your security 
access. After making your selection, select Done, Cancel, or Next as 
appropriate. If you select Next, additional organization information is 
displayed. You can continue to make selections and select Next to 
further customize your selection. There are nine organizational levels 
available when selecting Next. Multiple or block selections are not 
allowed when you select Next. To return to the previous organization 
level, select Previous. Your security access determines how many 
levels of organization information that you can access.  

After completing your selection(s), select Done or Cancel as applicable. 

Personnel Office 
Identifier 

Select this field to indicate the POI to be displayed on the report. POIs 
are listed numerically on this field. The four-digit POI and the name of 
the personnel office are both displayed on the report.  

After making your selection, select Done, Cancel, or Reset as 
applicable. 

Pay Plan Defaults to All. 

Select this field to select the applicable pay plan(s) to be displayed on 
the report. For Department of Commerce employees, you can select 
Pay Plan Groupings Include to the right of the selection box to display 
a list of pay plans included in the groupings. Multiple or block selections 
are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Occupational Series Defaults to All. 

Select this field to select the occupational series to be displayed on the 
report. The four-digit code and the literal are both displayed on the 
report. Multiple or block selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Grade Defaults to All.  

Select this field to select the two-digit grade(s) to be displayed on the 
report. The grades are displayed in descending order. Multiple or block 
selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Supervisory Status Defaults to All. 

Select this field to select the applicable supervisory status to be 
displayed on the report. Multiple or block selections are available in this 
field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 
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Field Description/Instruction 

Location (State) Defaults to All. 

Select this field to indicate the State(s) to be displayed on the report. 
The States are listing alphabetically. You can use the scroll bar to 
search for the applicable State(s). Multiple or block selections are 
available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Employment Type (PFT) Defaults to All.  

Select this field to indicate the applicable full-time or part-time status of 
the employee. You can select Employment Types Include to display 
definitions of the various employment types. Multiple or block selections 
are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Age Defaults to All. 

Select this field to indicate the applicable age range category to be 
displayed on the report. This field is categorized in ranges of 5-year 
increments. Multiple or block selections are available in this field.  

After making your selection(s), select Done, Cancel, or Reset as 
applicable. 

Veterans Preference Defaults to All.  

Select this field to indicate whether or not an employee is eligible for 
veterans preference. This preference is used in RIF situations, appeals 
cases, and in other situations where veterans preferences are pertinent. 

Valid values are None, 5-Point, 10-Point Disability, 

10-Point Compensable, 10-Point Other, and 10-Point 

30% Compensable. Multiple or block selections are available in this 

field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Disability Code Defaults to All.  

Select this field to indicate the disability code to be displayed on the 
report. This field displays both the two-digit code and the literal. You can 
select Targeted Disabilities Include to display various disability types. 
Multiple or block selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 
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Field Description/Instruction 

Gender Defaults to All.  

Select this field to indicate the gender to be displayed on the report. 

Valid values are Male and Female. Multiple or block selections are 

available in this field.  

After making your selection, select Include, Exclude, Cancel, or Reset 
as applicable. 

Ethnicity/Race and 
National Origin (ERI) 

Defaults to All.  

Select this field to indicate the RNO to be displayed on the report. 
Multiple or block selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Group the "Two or More 
Races" ERI designations 
that include an Hispanic 
selection as Hispanic  

Defaults to Yes. 

Select this field to indicate whether or not to group two ERI designations 
as Hispanic if one includes Hispanic or Latino. 

After completing your selection(s), select Done or Cancel as applicable.  

Education Level Defaults to All. 

Select this field to indicate the education level to be displayed on the 
report. Multiple or block selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Length of Service Defaults to All.  

Select this field to indicate the length of service range to be displayed on 
the report. This field is categorized in ranges of 5-year increments. 
Multiple or block selections are available in this field.  

After completing your selection(s), select Done or Cancel as applicable. 

Time Frame Defaults to Calendar Year.  

Select this field to indicate the year to be displayed on the report. Use 
the scroll bar to select the applicable year from the box. You must also 
select the applicable radio button to indicate whether or not to run the 
report using the calendar or fiscal year that corresponds with the year 

selected in the box. Valid values for the radio buttons are Calendar 

Year and Fiscal Year. Multiple or block selections are not allowed.  

After completing your selection, select Done or Cancel as applicable. 
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After running the Occupational Categories Profile report, the Occupational Categories 

Profile report (with criteria) is displayed. 

 
 

Occupational Series Listing 

The Occupational Series Listing report contains information on employees in certain 

occupational listings. Data for this report is obtained from the Payroll/Personnel database and is 

updated biweekly. 
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To run an Occupational Series Listing report: 

1. Select Occupational Series Listing on the Workforce Reports menu. The Occupational 

Series Listing report search fields are displayed. 

 

Figure 176: Occupational Series Listing Report (with criteria) 

2. Complete the fields as follows: 

Field Description/Instruction 

Report Type Select this field to select what type of report you wish to display. Valid 

values are Detail Listing (Includes Name and SSNO) 

and Detail Listing (Without Name and SSNO).  

After making your selection, select Done or Reset as applicable. 



Publications Category: Reporting 
 Reporting Center 

 

 
 

321 
 

 

Field Description/Instruction 

Organizational Structure Select this field to select the organizational information to be displayed 
on the report. The default for this field is based upon your security 
access. After making your selection, select Done, Cancel, or Next as 
appropriate. If you select Next, additional organization information is 
displayed. You can continue to make selections and select Next to 
further customize your selection. There are nine organizational levels 
available when selecting Next. Multiple or block selections are not 
allowed when you select Next. To return to the previous organization 
level, select Previous. Your security access determines how many 
levels of organization information that you can access.  

After completing your selection(s), select Done or Cancel as applicable. 

Personnel Office 
Identifier 

Select this field to indicate the POI to be displayed on the report. POIs 
are listed numerically on this field. The four-digit POI and the name of 
the personnel office are both displayed on the report.  

After making your selection, select Done, Cancel, or Reset as 
applicable. 

Pay Plan Defaults to All. 

Select this field to select the applicable pay plan(s) to be displayed on 
the report. For Department of Commerce employees, you can select 
Pay Plan Groupings Include to the right of the selection box to display 
a list of pay plans included in the groupings. Multiple or block selections 
are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Occupational Series Defaults to All.  

Select this field to select the occupational series to be displayed on the 
report. The four-digit code and the literal are both displayed on the 
report. Multiple or block selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Grade Defaults to All.  

Select this field to select the two-digit grade(s) to be displayed on the 
report. The grades are displayed in descending order. Multiple or block 
selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Occupation (PATCO) Defaults to All.  

Select this field to display the applicable job code(s) to be displayed on 

the report. Valid values are Professional, Administrative, 

Technical, Clerical, Other, and Blue Collar. Multiple or 

block selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 
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Field Description/Instruction 

Supervisory Status Defaults to All.  

Select this field to select the applicable supervisory status to be 
displayed on the report. Multiple or block selections are available in this 
field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Location (Duty State) Defaults to All.  

Select this field to select the duty State of the organization. Multiple or 
block selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Location (Duty City) Defaults to All.  

Select this field to select the duty city of the organization. Valid values 
for this field are determined by the selection(s) made in the Location 
(Duty State) field. You cannot select this field until a selection(s) has 
been made in the Location (Duty State) field. Multiple or block selections 
are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Location (Duty County) Defaults to All.  

Select this field to select the duty county of the organization. Valid 
values for this field are determined by the selection(s) made in the 
Location (Duty State) field. You cannot select this field until a 
selection(s) has been made in the Location (Duty State) field. Multiple or 
block selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Employment Type (PFT) Defaults to All.  

Select this field to indicate the applicable full-time or part-time status of 
the employee. You can select Employment Types Include to display 
definitions of the various employment types. Multiple or block selections 
are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Age Defaults to All.  

Select this field to indicate the applicable age range category to be 
displayed on the report. This field is categorized in ranges of 5-year 
increments. Multiple or block selections are available in this field.  

After making your selection(s), select Done, Cancel, or Reset as 

applicable. 
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Field Description/Instruction 

Disability Code Defaults to All.  

Select this field to indicate the disability code to be displayed on the 
report. This field displays both the two-digit code and the literal. You can 
select Targeted Disabilities Include to display various disability types. 
Multiple or block selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Gender Defaults to All.  

Select this field to indicate the gender to be displayed on the report. 
Valid values are Male and Female. Multiple or block selections are 

available in this field.  

After making your selection, select Include, Exclude, Cancel, or Reset 

as applicable. 

Race and National Origin Defaults to All.  

Select this field to indicate the RNO to be displayed on the report. 
Multiple or block selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Education Level Defaults to All.  

Select this field to indicate the education level to be displayed on the 
report. Multiple or block selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Tenure Group Defaults to All.  

Select this field to indicate which tenure group to be displayed on the 

report. Valid values are Not In Any Retention Group, Group 

1, Group 2, and Group 3. Multiple or block selections are available 

in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Uniform Service Status Defaults to All. 

Select this field to indicate the uniform service status to be displayed on 

the report. Valid values are None, Ready Reserve, Standby 

Reserve, National Guard, Retired Military-Regular, 

and Retired Military-Nonregular. Multiple or block 

selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 
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Field Description/Instruction 

Veterans Status Defaults to All.  

Select this field to indicate the veteran status to be displayed on the 

report. Valid values are Not a Veteran of the Vietnam Era 

(Prior to 9/30/91, Vietnam Era Veteran, 

Pre-Vietnam Era Veteran, Post-Vietnam Era Veteran, 

and Not a Veteran (After 9/30/91). Multiple or block 

selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

SCD Date (Leave) Select the down arrows to indicate the range, month, day, and year for 
the SCD for leave for the employee(s) to be displayed on the report. The 
first down arrow sets the parameters of the report. 

Valid values for the first down arrow are Equals, Not Equal To, 

Less Than or Equal To, Less Than, Greater Than or 

Equal To, and Greater Than. 

The second down arrow is used to indicate the month. Valid values are 

01 through 12. 

The third down arrow is used to indicate the day. Valid values are 01 

through 31. 

The fourth down arrow is used to indicate the year. Valid values are 

1945 through 2005. 

Multiple or block selections are not available in this field.  

After making your selection(s), select Done, Cancel, or Reset as 
applicable. 

Separation Accession 
Type  

Defaults to Not Separated or Accession this Pay 

Period. 

Select this field to indicate the separation accession status to be 

included on the report. Valid values are Not Separated, Regular, 

Deceased, and Accession this Pay Period. Multiple or block 

selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Type of Appointment Defaults to All.  

Select this field to indicate the appointment type to be displayed on the 
report. Multiple or block selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 
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Field Description/Instruction 

Employment Type Defaults to All.  

Select this field to indicate the employee’s employment type. Valid 

values are Full-time, Part-time, Intermittent, Fee 

basis of piecework, and First 40 hours. Multiple or block 

selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Special Employee Code Defaults to All.  

Select this field to indicate the special employee code to be displayed on 
the report. Both the two-digit numeric code and the alpha literal are 
displayed in this field. Multiple or block selections are available in this 
field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Retirement System Select this field to indicate the retirement system to be displayed on the 
report. Multiple or block selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Sort Order  Defaults to Last Name.  

Select this field to select the applicable sort options. Select the down 
arrow to display the various sort options. Each level has two parts. The 
first part is the literal sort, and the second part is whether or not you 
want to sort in ascending or descending order.  

After making your selection, select Done, Cancel, or Reset as 
applicable. 
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After running the Occupational Series Listing report, the Occupational Series Listing 

report (with criteria) is displayed. 

 
 

Official Time for Union Business 

The Official Time for Union Business (CULP0100) report displays information regarding 

canceled payments that have been returned to NFC and require Agency action. Data for this 

report is obtained from DOTS and is updated daily. 

To run an Official Time for Union Business (CULP0100) report: 

1. Select Official Time For Union Business on the Workforce Reports menu. The Official 

Time for Union Business (CULP0100) report search fields are displayed. 

 

Figure 177: Official Time for Union Business (Culp0100) Report 
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2. Complete the fields as follows: 

Field Description/Instruction 

Organizational Structure Select this field to select the organizational information to be displayed 
on the report. The default for this field is based upon your security 
access. After making your selection, select Done, Cancel, or Next as 
appropriate. If you select Next, additional organizational information is 
displayed. You can continue to make selections and select Next to 
further customize your selection. There are nine organizational levels 
available when selecting Next. Multiple or block selections are not 
allowed when you select Next. To return to the previous organization 
level, select Previous. Your security access determines how many 
levels of organization information that you can access.  

After completing your selection(s), select Done or Cancel as applicable. 

Personnel Office 
Identifier 

Select this field to indicate the POI to be displayed on the report. POIs 
are listed numerically on this field. The four-digit POI and the name of 
the personnel office are both displayed on the report.  

After making your selection, select Done, Cancel, or Reset as 
applicable. 

Pay Plan  Defaults to All. 

Select this field to select the applicable pay plan(s) to be displayed on 
the report. For Department of Commerce employees, you can select 
Pay Plan Groupings Include to the right of the selection box to display 
a list of pay plans included in the groupings. Multiple or block selections 
are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Grade  Defaults to All.  

Select this field to select the two-digit grade(s) to be displayed on the 
report. The grades are displayed in descending order. Multiple or block 
selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Year and Pay Period  Select this field to indicate the year and pay period to be displayed on 
the report. The two-digit pay period number and the four-digit year are 
both displayed in this field.  

After completing your selection(s), select Done or Cancel as applicable. 

Summary Only  Defaults to No. 

Select this field to indicate whether or not you want a summary only 

report. Valid values are Yes and No.  

After making your selection, select Done, Cancel, or Reset as 
applicable. 
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Field Description/Instruction 

Sort Order  Defaults to Org Code, Last Name.  

Select this field to select the applicable sort options. Select the down 
arrow to display the various sort options. Each level has two parts. The 
first part is the literal sort, and the second part is whether or not you 
want to sort in ascending or descending order.  

After making your selection, select Done, Cancel, or Reset as 
applicable. 

After running the Official Time for Union Business (Culp0100) report, the Official Time 

for Union Business report (with criteria) is displayed. 

 

Figure 178: Official Time for Union Business Report (with criteria) 
 

Organization Profile 

The Organizational Profile report displays a count of all employees in an organization across 

employment type. Data for this report is obtained from the Personnel History database and is 

updated biweekly. 
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To run an Organizational Profile report: 

1. Select Organization Profile on the Workforce Reports menu. The Organizational Profile 

report search fields are displayed. 

 

Figure 179: Organizational Profile Report 

2. Complete the fields as follows: 

Field Description/Instruction 

Organizational Structure Select this field to select the organizational information to be displayed 
on the report. The default for this field is based upon your security 
access. After making your selection, select Done, Cancel, or Next as 
appropriate. If you select Next, additional organization information is 
displayed. You can continue to make selections and select Next to 
further customize your selection. There are nine organizational levels 
available when selecting Next. Multiple or block selections are not 
allowed when you select Next. To return to the previous organization 
level, select Previous. Your security access determines how many 
levels of organization information that you can access.  

After completing your selection(s), select Done or Cancel as applicable. 

Personnel Office 
Identifier 

Select this field to indicate the POI to be displayed on the report. POIs 
are listed numerically on this field. The four-digit POI and the name of 
the personnel office are both displayed on the report.  

After making your selection, select Done, Cancel, or Reset as 
applicable. 
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Field Description/Instruction 

Pay Plan Defaults to All. 

Select this field to select the applicable pay plan(s) to be displayed on 
the report. For Department of Commerce employees, you can select 
Pay Plan Groupings Include to the right of the selection box to display 
a list of pay plans included in the groupings. Multiple or block selections 
are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Occupational Series Defaults to All.  

Select this field to select the occupational series to be displayed on the 
report. The four-digit code and the literal are both displayed on the 
report. Multiple or block selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Grade Defaults to All.  

Select this field to select the two-digit grade(s) to be displayed on the 
report. The grades are displayed in descending order. Multiple or block 
selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Occupation (PATCO) Defaults to All.  

Select this field to display the applicable job code(s) to be displayed on 

the report. Valid values are Professional, Administrative, 

Technical, Clerical, Other, and Blue Collar. Multiple or 

block selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Supervisory Status Defaults to All.  

Select this field to select the applicable supervisory status to be 
displayed on the report. Multiple or block selections are available in this 
field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Location (State) Defaults to All. 

Select this field to indicate the State(s) to be displayed on the report. 
The States are listing alphabetically. You can use the scroll bar to 
search for the applicable State(s). Multiple or block selections are 
available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 
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Field Description/Instruction 

Employment Type (PFT) Defaults to All.  

Select this field to indicate the applicable full-time or part-time status of 
the employee. You can select Employment Types Include to display 
definitions of the various employment types. Multiple or block selections 
are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Age Defaults to All.  

Select this field to indicate the applicable age range category to be 
displayed on the report. This field is categorized in ranges of 5-year 
increments. Multiple or block selections are available in this field.  

After making your selection(s), select Done, Cancel, or Reset as 
applicable. 

Veterans Preference Defaults to All. 

Select this field to indicate whether or not an employee is eligible for 
veterans preference. This preference is used in RIF situations, appeals 
cases, and in other situations where veterans preferences are pertinent. 

Valid values are None, 5-Point, 10-Point Disability, 

10-Point Compensable, 10-Point Other, and 10-Point 

30% Compensable. Multiple or block selections are available in this 

field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Disability Code Defaults to All.  

Select this field to indicate the disability code to be displayed on the 
report. This field displays both the two-digit code and the literal. You can 
select Targeted Disabilities Include to display various disability types. 
Multiple or block selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Gender Defaults to All.  

Select this field to indicate the gender to be displayed on the report. 

Valid values are Male and Female. Multiple or block selections are 

available in this field.  

After making your selection, select Include, Exclude, Cancel, or Reset 
as applicable. 

Ethnicity/Race and 
National Origin (ERI) 

Defaults to All.  

Select this field to indicate the RNO to be displayed on the report. 
Multiple or block selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 
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Field Description/Instruction 

Group the "Two or More 
Races" ERI designations 
that include an Hispanic 
selection as Hispanic  

Defaults to Yes. 

Select this field to indicate whether or not to group two ERI designations 
as Hispanic if one includes Hispanic or Latino. 

After completing your selection(s), select Done or Cancel as applicable.  

Education Level Defaults to All.  

Select this field to indicate the education level to be displayed on the 
report. Multiple or block selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Length of Service Defaults to All.  

Select this field to indicate the length of service range to be displayed on 
the report. This field is categorized in ranges of 5-year increments. 
Multiple or block selections are available in this field. After completing 
your selection(s), select Done or Cancel as applicable. 

Time Frame Defaults to Calendar Year.  

Select this field to indicate the year to be displayed on the report. Use 
the scroll bar to select the applicable year from the box. You must also 
select the applicable radio button to indicate whether or not to run the 
report using the calendar or fiscal year that corresponds with the year 

selected in the box. Valid values for the radio buttons are Calendar 

Year and Fiscal Year. Multiple or block selections are not allowed.  

After completing your selection, select Done or Cancel as applicable. 

Sort By  Defaults to Organization.  

Select this field to indicate how you want the report sorted. Multiple or 
block selections are not allowed.  

After making your selection, select Done or Reset as applicable. 



Publications Category: Reporting 
 Reporting Center 

 

 
 

333 
 

 

After running the Organizational Profile report, the Organizational Profile report (with 

criteria) are displayed. 

 
 

Overdue Performance Appraisals 

The Overdue Performance Appraisals for Non-Merit Pay Employees (CULP0127) report 

contains a list of employees (within a certain occupational series) with overdue performance 

appraisals. This report excludes employees in pay plans ES and GM and tenure group 0. Data for 

this report is obtained from the Payroll/Personnel database and is updated biweekly. 
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To run an Overdue Performance Appraisals for Non-Merit Pay Employees (CULP0127) report: 

1. Select Overdue Performance Appraisals on the Workforce Reports menu. The Overdue 

Performance Appraisals for Non-Merit Pay Employees (CULP0127) report search fields 

are displayed. 

 

Figure 180: Overdue Performance Appraisals for Non-Merit Pay Employees (CULP0127) Report 

2. Complete the fields as follows: 

Field Description/Instruction 

Organizational Structure Select this field to select the organizational information to be displayed 
on the report. The default for this field is based upon your security 
access. After making your selection, select Done, Cancel, or Next as 
appropriate. If you select Next, additional organization information is 
displayed. You can continue to make selections and select Next to 
further customize your selection. There are nine organizational levels 
available when selecting Next. Multiple or block selections are not 
allowed when you select Next. To return to the previous organization 
level, select Previous. Your security access determines how many 
levels of organization information that you can access.  

After completing your selection(s), select Done or Cancel as applicable. 
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Field Description/Instruction 

Personnel Office 
Identifier 

Select this field to indicate the POI to be displayed on the report. POIs 
are listed numerically on this field. The four-digit POI and the name of 
the personnel office are both displayed on the report.  

After making your selection, select Done, Cancel, or Reset as 
applicable. 

Pay Plan Defaults to All. 

Select this field to select the applicable pay plan(s) to be displayed on 
the report. For Department of Commerce employees, you can select 
Pay Plan Groupings Include to the right of the selection box to display 
a list of pay plans included in the groupings. Multiple or block selections 
are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Occupational Series Defaults to All. 

Select this field to select the occupational series to be displayed on the 
report. The four-digit code and the literal are both displayed on the 
report. Multiple or block selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Grade Defaults to All.  

Select this field to select the two-digit grade(s) to be displayed on the 
report. The grades are displayed in descending order. Multiple or block 
selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Occupation (PATCO) Defaults to All. 

Select this field to display the applicable job code(s) to be displayed on 
the report. Valid values are Professional, Administrative, 

Technical, Clerical, Other, and Blue Collar. Multiple or 

block selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Supervisory Status Defaults to All. 

Select this field to select the applicable supervisory status to be 
displayed on the report. Multiple or block selections are available in this 
field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 
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Field Description/Instruction 

Location (Duty State) Defaults to All. 

Select this field to select the duty State of the organization. Multiple or 
block selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Location (Duty 
City)-Please select a 
State first 

Defaults to All.  

Select this field to select the duty city of the organization. Valid values 
for this field are determined by the selection(s) made in the Location 
(Duty State) field. You cannot select this field until a selection(s) has 
been made in the Location (Duty State) field. Multiple or block selections 
are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Location (Duty 
county)-Please select a 
State first 

Defaults to All. 

Select this field to select the duty county of the organization. Valid 
values for this field are determined by the selection(s) made in the 
Location (Duty State) field. You cannot select this field until a 
selection(s) has been made in the Location (Duty State) field. Multiple or 
block selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Employment Type (PFT) Defaults to All.  

Select this field to indicate the applicable full-time or part-time status of 
the employee. You can select Employment Types Include to display 
definitions of the various employment types. Multiple or block selections 
are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Age Defaults to All. 

Select this field to indicate the applicable age range category to be 
displayed on the report. This field is categorized in ranges of 5-year 
increments. Multiple or block selections are available in this field.  

After making your selection(s), select Done, Cancel, or Reset as 
applicable. 

Disability Code Defaults to All.  

Select this field to indicate the disability code to be displayed on the 
report. This field displays both the two-digit code and the literal. You can 
select Targeted Disabilities Include to display various disability types. 
Multiple or block selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 
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Field Description/Instruction 

Gender Defaults to All.  

Select this field to indicate the gender to be displayed on the report. 

Valid values are Male and Female. Multiple or block selections are 

available in this field.  

After making your selection, select Include, Exclude, Cancel, or Reset 
as applicable. 

Race and National Origin Defaults to All.  

Select this field to indicate the RNO to be displayed on the report. 
Multiple or block selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Birth Month Defaults to All.  

Select this field to select the applicable birth month(s) to be displayed on 
the report. Multiple or block selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Education Level Defaults to All. 

Select this field to indicate the education level to be displayed on the 
report. Multiple or block selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Tenure Group Defaults to All. Select this field to indicate which tenure group to be 

displayed on the report. Valid values are Not In Any Retention 

Group, Group 1, Group 2, and Group 3. Multiple or block 

selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Uniform Service Status Defaults to All. 

Select this field to indicate the uniform service status to be displayed on 

the report. Valid values are None, Ready Reserve, Standby 

Reserve, National Guard, Retired Military-Regular, 

and Retired Military-Nonregular. Multiple or block 

selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 
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Field Description/Instruction 

Veterans Status Defaults to All.  

Select this field to indicate the veteran status to be displayed on the 

report. Valid values are Not a Veteran of the Vietnam Era 

(Prior to 9/30/91), Vietnam Era Veteran, 

Pre-Vietnam Era Veteran, Post–Vietnam Era Veteran, 

and Not a Veteran (After 9/30/91). Multiple or block 

selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

SCD Date (Leave) Select the down arrows to indicate the range, month, day, and year for 
the SCD for leave for the employee(s) to be displayed on the report. The 
first down arrow sets the parameters of the report. 

Valid values for the first down arrow are Equals, Not Equal To, 

Less Than or Equal To, Less Than, Greater Than or 

Equal To, and Greater Than. 

The second down arrow is used to indicate the month. Valid values are 

01 through 12. 

The third down arrow is used to indicate the day. Valid values are 01 

through 31. 

The fourth down arrow is used to indicate the year. Valid values are 

1945 through 2005. 

Multiple or block selections are not available in this field.  

After making your selection(s), select Done, Cancel, or Reset as 
applicable. 

Separation Accession 
Type 

Defaults to Not Separated or Accession this Pay 

Period.  

Select this field to indicate the separation accession status to be 

included on the report. Valid values are Not Separated, Regular, 

Deceased, and Accession this Pay Period. Multiple or block 

selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Type of Appointment Defaults to All.  

Select this field to indicate the appointment type to be displayed on the 
report. Multiple or block selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 
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Field Description/Instruction 

Employment Type Defaults to All.  

Select this field to indicate the employee’s employment type. Valid 

values are Full-time, Part-time, Intermittent, Fee 

basis of piecework, and First 40 hours. Multiple or block 

selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Special Employee Code Defaults to All. 

Select this field to indicate the special employee code to be displayed on 
the report. Both the two-digit numeric code and the alpha literal are 
displayed in this field. Multiple or block selections are available in this 
field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Retirement System Select this field to indicate the retirement system to be displayed on the 
report. Multiple or block selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Sort Order  Defaults to Last Name.  

Select this field to select the applicable sort options. Select the down 
arrow to display the various sort options. Each level has two parts. The 
first part is the literal sort, and the second part is whether or not you 
want to sort in ascending or descending order.  

After making your selection, select Done, Cancel, or Reset as 
applicable. 
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After running the Overdue Performance Appraisals for Non-Merit Pay Employees 

(CULP0127) report, the Overdue Performance Appraisals for Non-Merit Pay Employees 

(CULP0127) report (with criteria) is displayed. 

 

Figure 181: Overdue Performance Appraisals for Non-Merit Pay Employees (CULP0127) Report 
(with criteria) 
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Overtime Costs 

The Overtime Costs report lists overtime payments for a given pay period. This report excludes 

employees in pay plans ES and GM and tenure group 0. Data for this report is obtained from the 

T&A database and is updated biweekly. 

To run an Overtime Costs report: 

1. Select Overtime Costs on the Workforce Reports menu. The Overtime Costs report search 

fields are displayed. 

 

Figure 182: Overtime Costs Report 

2. Complete the fields as follows: 

Field Description/Instruction 

Organizational Structure Select this field to select the organizational information to be displayed 
on the report. The default for this field is based upon your security 
access. After making your selection, select Done, Cancel, or Next as 
appropriate. If you select Next, additional organization information is 
displayed. You can continue to make selections and select Next to 
further customize your selection. There are nine organizational levels 
available when selecting Next. Multiple or block selections are not 
allowed when you select Next. To return to the previous organization 
level, select Previous. Your security access determines how many 
levels of organization information that you can access.  

After completing your selection(s), select Done or Cancel as applicable. 

Personnel Office 
Identifier 

Select this field to indicate the POI to be displayed on the report. POIs 
are listed numerically on this field. The four-digit POI and the name of 
the personnel office are both displayed on the report.  

After making your selection, select Done, Cancel, or Reset as 
applicable. 
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Field Description/Instruction 

Pay Plan Defaults to All. 

Select this field to select the applicable pay plan(s) to be displayed on 
the report. For Department of Commerce employees, you can select 
Pay Plan Groupings Include to the right of the selection box to display 
a list of pay plans included in the groupings. Multiple or block selections 
are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Occupational Series Defaults to All.  

Select this field to select the occupational series to be displayed on the 
report. The four-digit code and the literal are both displayed on the 
report. Multiple or block selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Grade Defaults to All.  

Select this field to select the two-digit grade(s) to be displayed on the 
report. The grades are displayed in descending order. Multiple or block 
selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Location (Duty State) Defaults to All.  

Select this field to select the duty State of the organization. Multiple or 
block selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Location (Duty City) Defaults to All.  

Select this field to select the duty city of the organization. Valid values 
for this field are determined by the selection(s) made in the Location 
(Duty State) field. You cannot select this field until a selection(s) has 
been made in the Location (Duty State) field. Multiple or block selections 
are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Location (Duty County) Defaults to All.  

Select this field to select the duty county of the organization. Valid 
values for this field are determined by the selection(s) made in the 
Location (Duty State) field. You cannot select this field until a 
selection(s) has been made in the Location (Duty State) field. Multiple or 
block selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 
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Field Description/Instruction 

Separation Accession 
Type  

Defaults to Not Separated or Accession this Pay 

Period.  

Select this field to indicate the separation accession status to be 

included on the report. Valid values are Not Separated, Regular, 

Deceased, and Accession this Pay Period. Multiple or block 

selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Type of Appointment Defaults to All. 

Select this field to indicate the appointment type to be displayed on the 
report. Multiple or block selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Employment Type Defaults to All.  

Select this field to indicate the employee’s employment type. Valid 

values are Full-time, Part-time, Intermittent, Fee 

basis of piecework, and First 40 hours. Multiple or block 

selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Special Employee Code Defaults to All.  

Select this field to indicate the special employee code to be displayed on 
the report. Both the two-digit numeric code and the alpha literal are 
displayed in this field. Multiple or block selections are available in this 
field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 
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Field Description/Instruction 

SCD Date (Leave) Select the down arrows to indicate the range, month, day, and year for 
the SCD for leave for the employee(s) to be displayed on the report. The 
first down arrow sets the parameters of the report. 

Valid values for the first down arrow are Equals, Not Equal To, 

Less Than or Equal To, Less Than, Greater Than or 

Equal To, and Greater Than. 

The second down arrow is used to indicate the month. Valid values are 

01 through 12. 

The third down arrow is used to indicate the day. Valid values are 01 

through 31. 

The fourth down arrow is used to indicate the year. Valid values are 

1945 through 2005. 

Multiple or block selections are not available in this field.  

After making your selection(s), select Done, Cancel, or Reset as 
applicable. 

Year and Pay Period Select this field to indicate the year and pay period to be displayed on 
the report. The two-digit pay period number and the four-digit year are 
both displayed in this field.  

After completing your selection(s), select Done or Cancel as applicable. 

Sort Order  Defaults to SSNO, PP Cov by TA.  

Select this field to select the applicable sort options. Select the down 
arrow to display the various sort options. Each level has two parts. The 
first part is the literal sort, and the second part is whether or not you 
want to sort in ascending or descending order.  

After making your selection, select Done, Cancel, or Reset as 
applicable. 

After running the Overtime Costs report, the Overtime Costs report (with criteria) is 

displayed. 

 

Figure 183: Overtime Costs Report (with criteria) 
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Leave Liability 

The Leave Liability report contains leave data for the employees within an organization. Both 

the number of hours and the dollar values of those hours are listed on the report. A list of the 

employees is displayed when the report is run. You can select an employee to display data about 

that individual employee. Data for this report is taken from NFC’s PPS database and is updated 

biweekly. 

Note: This report contains detailed data. 

To run a Leave Liability report: 

1. Select Leave Liability on the Workforce Reports menu. The Leave Liability report search 

fields are displayed. 

 

Figure 184: Leave Liability Report 
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2. Complete the fields as follows: 

Field Description/Instruction 

Organizational Structure Select this field to select the organizational information to be displayed 
on the report. The default for this field is based upon your security 
access. After making your selection, select Done, Cancel, or Next as 
appropriate. If you select Next, additional organization information is 
displayed. You can continue to make selections and select Next to 
further customize your selection. There are nine organizational levels 
available when selecting Next. Multiple or block selections are not 
allowed when you select Next. To return to the previous organization 
level, select Previous. Your security access determines how many 
levels of organization information that you can access.  

After completing your selection(s), select Done or Cancel as applicable. 

Personnel Office 
Identifier 

Select this field to indicate the POI to be displayed on the report. POIs 
are listed numerically on this field. The four-digit POI and the name of 
the personnel office are both displayed on the report.  

After making your selection, select Done, Cancel, or Reset as 
applicable. 

Pay Plan Defaults to All. 

Select this field to select the applicable pay plan(s) to be displayed on 
the report. For Department of Commerce employees, you can select 
Pay Plan Groupings Include to the right of the selection box to display 
a list of pay plans included in the groupings. Multiple or block selections 
are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Occupational Series Defaults to All. 

Select this field to select the occupational series to be displayed on the 
report. The four-digit code and the literal are both displayed on the 
report. Multiple or block selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Grade Defaults to All.  

Select this field to select the two-digit grade(s) to be displayed on the 
report. The grades are displayed in descending order. Multiple or block 
selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 
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Field Description/Instruction 

Occupation (PATCO) Defaults to All.  

Select this field to display the applicable job code(s) to be displayed on 

the report. Valid values are Professional, Administrative, 

Technical, Clerical, Other, and Blue Collar. Multiple or 

block selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Supervisory Status Defaults to All.  

Select this field to select the applicable supervisory status to be 
displayed on the report. Multiple or block selections are available in this 
field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Location (Duty State) Defaults to All.  

Select this field to select the duty State of the organization. Multiple or 
block selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Location (Duty 
City)-Please select a 
State first 

Defaults to All.  

Select this field to select the duty city of the organization. Valid values 
for this field are determined by the selection(s) made in the Location 
(Duty State) field. You cannot select this field until a selection(s) has 
been made in the Location (Duty State) field. Multiple or block selections 
are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Location (Duty 
county)-Please select a 
State first 

Defaults to All.  

Select this field to select the duty county of the organization. Valid 
values for this field are determined by the selection(s) made in the 
Location (Duty State) field. You cannot select this field until a 
selection(s) has been made in the Location (Duty State) field. Multiple or 
block selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Employment Type (PFT) Defaults to All.  

Select this field to indicate the applicable full-time or part-time status of 
the employee. You can select Employment Types Include to display 
definitions of the various employment types. Multiple or block selections 
are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 
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Field Description/Instruction 

Age Defaults to All. 

Select this field to indicate the applicable age range category to be 
displayed on the report. This field is categorized in ranges of 5-year 
increments. Multiple or block selections are available in this field.  

After making your selection(s), select Done, Cancel, or Reset as 
applicable. 

Disability Code Defaults to All.  

Select this field to indicate the disability code to be displayed on the 
report. This field displays both the two-digit code and the literal. You can 
select Targeted Disabilities Include to display various disability types. 
Multiple or block selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Gender Defaults to All.  

Select this field to indicate the gender to be displayed on the report. 

Valid values are Male and Female. Multiple or block selections are 

available in this field.  

After making your selection, select Include, Exclude, Cancel, or Reset 
as applicable. 

Race and National Origin Defaults to All.  

Select this field to indicate the RNO to be displayed on the report. 
Multiple or block selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Education Level Defaults to All. 

Select this field to indicate the education level to be displayed on the 
report. Multiple or block selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Tenure Group Defaults to All.  

Select this field to indicate which tenure group to be displayed on the 

report. Valid values are Not In Any Retention Group, Group 

1, Group 2, and Group 3. Multiple or block selections are available 

in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 
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Field Description/Instruction 

Uniform Service Status Defaults to All. 

Select this field to indicate the uniform service status to be displayed on 

the report. Valid values are None, Ready Reserve, Standby 

Reserve, National Guard, Retired Military-Regular, 

and Retired Military-Nonregular. Multiple or block 

selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Veterans Status Defaults to All.  

Select this field to indicate the veteran status to be displayed on the 

report. Valid values are Not a Veteran of the Vietnam Era 

(Prior to 9/30/91), Vietnam Era Veteran, 

Pre-Vietnam Era Veteran, Post-Vietnam Era Veteran, 

and Not a Veteran (After 9/30/91). Multiple or block 

selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

SCD Date (Leave) Select the down arrows to indicate the range, month, day, and year for 
the SCD for leave for the employee(s) to be displayed on the report. The 
first down arrow sets the parameters of the report. 

Valid values for the first down arrow are Equals, Not Equal To, 

Less Than or Equal To, Less Than, Greater Than or 

Equal To, and Greater Than. 

The second down arrow is used to indicate the month. Valid values are 

01 through 12. 

The third down arrow is used to indicate the day. Valid values are 01 

through 31. 

The fourth down arrow is used to indicate the year. Valid values are 

1945 through 2005. 

Multiple or block selections are not available in this field.  

After making your selection(s), select Done, Cancel, or Reset as 
applicable. 

Separation Accession 
Type  

Defaults to Not Separated or Accession this Pay 

Period.  

Select this field to indicate the separation accession status to be 

included on the report. Valid values are Not Separated, Regular, 

Deceased, and Accession this Pay Period. Multiple or block 

selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 
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Field Description/Instruction 

Type of Appointment Defaults to All.  

Select this field to indicate the appointment type to be displayed on the 
report. Multiple or block selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Employment Type Defaults to All.  

Select this field to indicate the employee’s employment type. Valid 

values are Full-time, Part-time, Intermittent, Fee 

basis of piecework, and First 40 hours. Multiple or block 

selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Special Employee Code Defaults to All. 

Select this field to indicate the special employee code to be displayed on 
the report. Both the two-digit numeric code and the alpha literal are 
displayed in this field. Multiple or block selections are available in this 
field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Annualized Hours Defaults to 2087.  

Select this field to indicate the number of hours to be included on the 

report. Valid values are 2080 and 2087. Multiple or block selections 

are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Retirement System Select this field to indicate the retirement system to be displayed on the 
report. Multiple or block selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Sort Order Defaults to Last Name, First Name, Middle Name.  

Select this field to select the applicable sort options. Select the down 
arrow to display the various sort options. Each level has two parts. The 
first part is the literal sort, and the second part is whether or not you 
want to sort in ascending or descending order.  

After making your selection, select Done, Cancel, or Reset as 
applicable. 
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After running the Leave Liability report, the Annual Leave Liability report (with criteria) 

is displayed. 

 
 

PACS44204 FCA Flexfund HCA/DCA 

This report is reserved for future use. 

 



 
Publications Category: Reporting 

Reporting Center 
 

 
 
 

352 
 

 

PACS44304 OCC Biweekly Flexfund 

To run a PACS44304 OCC Biweekly Flexfund Totals report: 

1. Select PACS44304 OCC Biweekly Flexfund on the Workforce Reports menu. The  

PACS44304 OCC Biweekly Flexfund Totals report search fields are displayed. 

 

Figure 185: PACS44304 Biweekly Flexfund Report 

2. Complete the fields as follows: 

Field Description/Instruction 

Organizational Structure Select this field to indicate the organization to be displayed on the report. 
The default for this field is based upon your security access. After 
making your selection, select Done, Cancel, or Next as applicable. If 
you select Next, additional organizational information is displayed. You 
can continue to make selections and select Next to further customize 
your selection. There are nine levels of organizational information 
available on this field when you select Next. Multiple or block selections 
are not allowed when you select Next. If you wish to return to the 
previous (higher organizational level), select Previous. Your security 
access determines how many levels you are able to access.  

After making your final selection, select Done. 

Year and Pay Period Select this field to indicate the year and pay period to be displayed on 
the report. The two-digit pay period number and the four-digit year are 
both displayed in this field.  

After completing your selection(s), select Done or Cancel as applicable. 

After running the PACS44304 OCC Biweekly Flexfund Totals report, the PACS44304 

Flexfund Totals report (with criteria) is displayed. 
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PACS44306 Comptroller Of The Currency Flex Fund 

To run a PACS44306 Comptroller Of The Currency Flex Fund report: 

1. Select PACS44306 OCC Biweekly Flexfund on the Workforce Reports menu. The 

PACS44306 Comptroller Of The Currency Flex Fund report search fields are displayed. 

 

Figure 186: PACS44306 Comptroller Of The Currency Flex Fund Report 

2. Complete the fields as follows: 

Field Description/Instruction 

Organizational Structure Select this field to indicate the organization to be displayed on the report. 
The default for this field is based upon your security access. After 
making your selection, select Done, Cancel, or Next as applicable. If 
you select Next, additional organizational information is displayed. You 
can continue to make selections and select Next to further customize 
your selection. There are nine levels of organizational information 
available on this field when you select Next. Multiple or block selections 
are not allowed when you select Next. If you wish to return to the 
previous (higher organizational level), select Previous. Your security 
access determines how many levels you are able to access.  

After making your final selection, select Done. 

Year and Pay Period Select this field to indicate the year and pay period to be displayed on 
the report. The two-digit pay period number and the four-digit year are 
both displayed in this field.  

After completing your selection(s), select Done or Cancel as applicable. 

After running the PACS44306 Comptroller Of The Currency Flex Fund report, the 

Biweekly Parking Flexfund Deposit File Listing report (with criteria) is displayed. 
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PACS44501 Flexfund Deposit List 

To run a PACS44501 Flexfund Deposit List report: 

1. Select PACS44501 Flexfund Deposit List on the Workforce Reports menu. The PACS44501 

Flexfund Deposit List report search fields are displayed. 

 

Figure 187: PACS44501 Flexfund Deposit List Report 

2. Complete the fields as follows: 

Field Description/Instruction 

Organizational Structure Select this field to indicate the organization to be displayed on the report. 
The default for this field is based upon your security access. After 
making your selection, select Done, Cancel, or Next as applicable. If 
you select Next, additional organizational information is displayed. You 
can continue to make selections and select Next to further customize 

your selection. There are nine levels of organizational information 
available on this field when you select Next. Multiple or block selections 
are not allowed when you select Next. If you wish to return to the 
previous (higher organizational level), select Previous. Your security 
access determines how many levels you are able to access.  

After making your final selection, select Done. 

Year and Pay Period Select this field to indicate the year and pay period to be displayed on 
the report. The two-digit pay period number and the four-digit year are 
both displayed in this field.  

After completing your selection(s), select Done or Cancel as applicable. 
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After running the PACS44501 Flexfund Deposit List report, the Biweekly Flexfund 

Deposit File Listing report (with criteria) is displayed. 

 

Figure 188: Biweekly Flexfund Deposit File Listing report (with criteria) 
  
 

PACS45001 - Appalachian Regional Commission Health (Plan AA) 

This report is reserved for future use. 

  
 

PACS4511 Carriers Transmittal and Summary 

The Health Plan Carriers Transmittal and Summary (PACS4511) report contains the number of 

enrollees for Health Benefit Plan Codes 85, 86, 87, 88, and 89. Data for this report is updated 

biweekly. 

To run a Health Plan Carriers Transmittal and Summary (PACS4511) report: 

1. Select PACS 4511 Carrier Tran. and Sum on the Workforce Reports menu. The Health Plan 

Carriers Transmittal and Summary (PACS4511) report search fields are displayed. 

 

Figure 189: Health Plan Carriers Transmittal and Summary (PACS4511) Report 

2. Complete the fields as follows: 
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Field Description/Instruction 

Organizational Structure Select this field to select the organizational information to be displayed 
on the report. The default for this field is based upon your security 
access. After making your selection, select Done, Cancel, or Next as 
appropriate. If you select Next, additional organization information is 
displayed. You can continue to make selections and select Next to 
further customize your selection. There are nine organizational levels 
available when selecting Next. Multiple or block selections are not 
allowed when you select Next. To return to the previous organization 
level, select Previous. Your security access determines how many 
levels of organization information that you can access.  

After completing your selection(s), select Done or Cancel as applicable. 

Carrier Select this field to select the applicable health benefits carrier to be 
displayed on the report.  

After making your selection, select Done, Cancel, or Reset as 
applicable. 

Year and Pay Period Select this field to indicate the year and pay period to be displayed on 
the report. The two-digit pay period number and the four-digit year are 
both displayed in this field.  

After completing your selection(s), select Done or Cancel as applicable. 
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After running the PACS 4511 Carrier Tran. And Sum. report, the Carriers Transmittal 

and Summary report (with criteria), is displayed. 

 

Figure 190: Carriers Transmittal and Summary Report (with criteria) 
 

PACS4512 Carriers Transmittal and Summary 

The Health Plan Carriers Transmittal and Summary (PACS4512) report contains information on 

the number of enrollees for Health Benefits Plan Codes 85, 86, 87, 88, and 89. Data for this 

report is updated biweekly. 

To run a Health Plan Carriers Transmittal and Summary (PACS4512): 

1. Select PACS 4512 Carrier Tran. And Sum. on the Workforce Reports menu. The Health Plan 

Carriers Transmittal and Summary (PACS4512) report search fields are displayed. 

 

Figure 191: Health Plan Carriers Transmittal and Summary (PACS4512) Report 

2. Complete the fields as follows: 

Field Description/Instruction 
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Field Description/Instruction 

Organizational Structure Select this field to select the organizational information to be displayed 
on the report. The default for this field is based upon your security 
access. After making your selection, select Done, Cancel, or Next as 
appropriate. If you select Next, additional organization information is 
displayed. You can continue to make selections and select Next to 
further customize your selection. There are nine organizational levels 
available when selecting Next. Multiple or block selections are not 
allowed when you select Next. To return to the previous organization 
level, select Previous. Your security access determines how many 
levels of organization information that you can access.  

After completing your selection(s), select Done or Cancel as applicable. 

Year and Pay Period Select this field to indicate the year and pay period to be displayed on 
the report. The two-digit pay period number and the four-digit year are 
both displayed in this field.  

After completing your selection(s), select Done or Cancel as applicable. 

After running the PACS 4512 Trans. And Sum. report, the Carriers Transmittal Report 

(with criteria) is displayed. 

 

Figure 192: Carriers Transmittal Report (with criteria) 
 

PACS4513 Health Benefits 

The PACS 4513 Health Benefits report contains information about contributions and deductions 

for Health Benefits Pay Plans 85, 86, 87, 88, and 89. Data for this report is updated biweekly. 
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To run a PACS 4513 Health Benefits report: 

1. Select PACS 4513 Health Benefits on the Workforce Reports menu. The PACS 4513 Health 

Benefits report search fields are displayed. 

 

Figure 193: PACS4513 Health Benefits Report 

2. Complete the fields as follows: 

Field Description/Instruction 

Organizational Structure Select this field to select the organizational information to be displayed 
on the report. The default for this field is based upon your security 
access. After making your selection, select Done, Cancel, or Next as 
appropriate. If you select Next, additional organization information is 
displayed. You can continue to make selections and select Next to 
further customize your selection. There are nine organizational levels 
available when selecting Next. Multiple or block selections are not 
allowed when you select Next. To return to the previous organization 
level, select Previous. Your security access determines how many 
levels of organization information that you can access.  

After completing your selection(s), select Done or Cancel as applicable. 

Carrier Select this field to select the applicable health benefits carrier to be 
displayed on the report.  

After making your selection, select Done, Cancel, or Reset as 
applicable. 

Year and Pay Period Select this field to indicate the year and pay period to be displayed on 
the report. The two-digit pay period number and the four-digit year are 
both displayed in this field.  

After completing your selection(s), select Done or Cancel as applicable. 

After running the PACS 4513 Health Benefits report, the Health Benefits Report (with 

criteria) is displayed. 

 

Figure 194: Health Benefits Report (with criteria) 
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PACS4514 Carriers Transmittal Detail 

The PACS 4514 Carrier Tran. Detail report contains information on enrollees (additions and 

deductions) for Health Benefits Plan Codes 85, 86, 87, 88, and 89. Data for this report is updated 

biweekly. 

To run a PACS 4514 Carrier Transmittal Detail report: 

1. Select PACS 4514 Carrier Tran. Dental on the Workforce Reports menu. The PACS 4514 

Carrier Transmittal Detail report search fields are displayed. 

 

Figure 195: PACS4514 Carriers Transmittal Detail Report 

2. Complete the fields as follows: 

Field Description/Instruction 

Organizational Structure Select this field to select the organizational information to be displayed 
on the report. The default for this field is based upon your security 
access. After making your selection, select Done, Cancel, or Next as 
appropriate. If you select Next, additional organization information is 
displayed. You can continue to make selections and select Next to 
further customize your selection. There are nine organizational levels 
available when selecting Next. Multiple or block selections are not 
allowed when you select Next. To return to the previous organization 
level, select Previous. Your security access determines how many 
levels of organization information that you can access.  

After completing your selection(s), select Done or Cancel as applicable. 

Carrier Select this field to select the applicable health benefits carrier to be 
displayed on the report.  

After making your selection, select Done, Cancel, or Reset as 
applicable. 

Year and Pay Period Select this field to indicate the year and pay period to be displayed on 
the report. The two-digit pay period number and the four-digit year are 
both displayed in this field.  

After completing your selection(s), select Done or Cancel as applicable. 
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After running the PACS 4514 Carrier Tran. Detail report, the Carriers Transmittal report 

(with criteria) is displayed. 

 

Figure 196: Detail in Support of Carriers Transmittal Report (with criteria) 
  

 

PACS4515 - CFTC DENTAL ACCOUNT 331220 (Plan 81) 

To run a PACS4515 - CFTC Dental Account 331220 (Plan 81) report: 

1. Select PACS4515 CFTC Biweekly Dental on the Workforce Reports menu. The PACS4515 - 

CFTC Dental Account 331220 (Plan 81) report search fields are displayed. 

 

Figure 197: PACS4515 - CFTC Dental Account 331220 (Plan 81) Report 

2. Complete the fields as follows: 
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Organizational Structure Select this field to select the organizational information to be displayed 
on the report. The default for this field is based upon your security 
access. After making your selection, select Done, Cancel, or Next as 
appropriate. If you select Next, additional organization information is 
displayed. You can continue to make selections and select Next to 
further customize your selection. There are nine organizational levels 
available when selecting Next. Multiple or block selections are not 
allowed when you select Next. To return to the previous organization 
level, select Previous. Your security access determines how many 
levels of organization information that you can access.  

After completing your selection(s), select Done or Cancel as applicable. 

Year and Pay Period Select this field to indicate the year and pay period to be displayed on 
the report. The two-digit pay period number and the four-digit year are 
both displayed in this field.  

After completing your selection(s), select Done or Cancel as applicable. 

After running the PACS4515 - CFTC Dental Account 331220 (Plan 81), the Detail in 

Support of Carriers Transmittal and Summary Report (with criteria) is displayed. 
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PACS452-1 OPM Flexible Spending 

To run a PACS452-1 - OPM - Flexible Spending (Plan FH/FD) report: 

1. Select PACS452-1 OPM Flexible Spending on the Workforce Reports menu. The 

PACS452-1 - OPM - Flexible Spending (Plan FH/FD) report search fields are displayed. 

 

Figure 198: PACS452-1 OPM Flexible Spending Report 

2. Complete the fields as follows: 

Field Description/Instruction 

Organizational Structure Select this field to indicate the organization to be displayed on the report. 
The default for this field is based upon your security access. After 
making your selection, select Done, Cancel, or Next as applicable. If 
you select Next, additional organizational information is displayed. You 
can continue to make selections and select Next to further customize 
your selection. There are nine levels of organizational information 
available on this field when you select Next. Multiple or block selections 
are not allowed when you select Next. If you wish to return to the 
previous (higher organizational level), select Previous. Your security 
access determines how many levels you are able to access.  

After making your final selection, select Done. 

Year and Pay Period Select this field to indicate the year and pay period to be displayed on 
the report. The two-digit pay period number and the four-digit year are 
both displayed in this field.  

After completing your selection(s), select Done or Cancel as applicable. 

After running the NFC Reporting Center - PACS452-1 - OPM - Flexible Spending (Plan 

FH/FD), the Flexible Spending Accounts Payment Report (with criteria) is displayed. 

 

Figure 199: Flexible Spending Accounts Payment Report (with criteria) 
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PACS44501 Flexfund Deposit List 

To run a PACS44501 Flexfund Deposit List report: 

1. Select PACS44501 Flexfund Deposit List on the Workforce Reports menu. The PACS44501 

Flexfund Deposit List report search fields are displayed. 

 

Figure 200: PACS44501 Flexfund Deposit List Report 

2. Complete the fields as follows: 

Field Description/Instruction 

Organizational Structure Select this field to indicate the organization to be displayed on the report. 
The default for this field is based upon your security access. After 
making your selection, select Done, Cancel, or Next as applicable. If 
you select Next, additional organizational information is displayed. You 
can continue to make selections and select Next to further customize 

your selection. There are nine levels of organizational information 
available on this field when you select Next. Multiple or block selections 
are not allowed when you select Next. If you wish to return to the 
previous (higher organizational level), select Previous. Your security 
access determines how many levels you are able to access.  

After making your final selection, select Done. 

Year and Pay Period Select this field to indicate the year and pay period to be displayed on 
the report. The two-digit pay period number and the four-digit year are 
both displayed in this field.  

After completing your selection(s), select Done or Cancel as applicable. 
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After running the PACS44501 Flexfund Deposit List report, the Biweekly Flexfund 

Deposit File Listing report (with criteria) is displayed. 

 

Figure 201: Biweekly Flexfund Deposit File Listing report (with criteria) 
  
 

PACS452-2 OPM NFC Dental/Vision 

To run a PACS452-2 - OPM – NFC Dental/Vision 12400001 (Plan JF/JG) report: 

1. Select PACS452-2 OPM NFC Dental/Vision on the Workforce Reports menu. The 

PACS452-2 - OPM – NFC Dental/Vision 12400001 (Plan JF/JG) report search fields are 

displayed. 

 

Figure 202: NFC Reporting Center - PACS452-2 - OPM – NFC Dental/Vision 12400001 (Plan 
JF/JG) Report 

2. Complete the fields as follows: 

Field Description/Instruction 



 
Publications Category: Reporting 

Reporting Center 
 

 
 
 

366 
 

 

Field Description/Instruction 

Organizational Structure Select this field to indicate the organization to be displayed on the report. 
The default for this field is based upon your security access. After 
making your selection, select Done, Cancel, or Next as applicable. If 
you select Next, additional organizational information is displayed. You 
can continue to make selections and select Next to further customize 
your selection. There are nine levels of organizational information 
available on this field when you select Next. Multiple or block selections 
are not allowed when you select Next. If you wish to return to the 
previous (higher organizational level), select Previous. Your security 
access determines how many levels you are able to access.  

After making your final selection, select Done. 

Year and Pay Period Select this field to indicate the year and pay period to be displayed on 
the report. The two-digit pay period number and the four-digit year are 
both displayed in this field.  

After completing your selection(s), select Done or Cancel as applicable. 

After running the NFC Reporting Center - PACS452-2 - OPM – NFC Dental/Vision 

12400001 (Plan JF/JG), the Federal Dental/Vision Payment Report (with criteria) is 

displayed. 

 

Figure 203: Federal Dental/Vision Payment Report (with criteria) 
 

PACS453-01 USAID Personal Contractors 

To run a RPT45303 - USAID Personal Contr (Plan PI/PO/PP/HM) report: 

1. Select PACS453-01 USAID Personal Contractors on the Workforce Reports menu. The 

RPT45303 - USAID Personal Contr (Plan PI/PO/PP/HM) report search fields are 

displayed. 

 

Figure 204: RPT45303 - USAID Personal Contr (Plan PI/PO/PP/HM) Report 

2. Complete the fields as follows: 

Field Description/Instruction 
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Field Description/Instruction 

Organizational Structure Select this field to indicate the organization to be displayed on the report. 
The default for this field is based upon your security access. After 
making your selection, select Done, Cancel, or Next as applicable. If 
you select Next, additional organizational information is displayed. You 
can continue to make selections and select Next to further customize 
your selection. There are nine levels of organizational information 
available on this field when you select Next. Multiple or block selections 
are not allowed when you select Next. If you wish to return to the 
previous (higher organizational level), select Previous. Your security 
access determines how many levels you are able to access.  

After making your final selection, select Done. 

Year and Pay Period Select this field to indicate the year and pay period to be displayed on 
the report. The two-digit pay period number and the four-digit year are 
both displayed in this field.  

After completing your selection(s), select Done or Cancel as applicable. 

After running the RPT45303 - USAID PERSONAL CONTR (Plan PI/PO/PP/HM) 

report, the Health Insurance report (with criteria) is displayed. 

 

Figure 205: Health Insurance Report (with criteria) 
  

 

PACS454-01 OCC Life Insurance 

To run a PACS454-01 Comptroller Of The Currency report: 

1. Select PACS454-01 OCC Life Insurance on the Workforce Reports menu. The PACS454-01 

Comptroller Of The Currency report search fields are displayed. 

 

Figure 206: PACS454-01 Comptroller Of The Currrency Report 

2. Complete the fields as follows: 

Field Description/Instruction 
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Field Description/Instruction 

Organizational Structure Select this field to indicate the organization to be displayed on the report. 
The default for this field is based upon your security access. After 
making your selection, select Done, Cancel, or Next as applicable. If 
you select Next, additional organizational information is displayed. You 
can continue to make selections and select Next to further customize 
your selection. There are nine levels of organizational information 
available on this field when you select Next. Multiple or block selections 
are not allowed when you select Next. If you wish to return to the 
previous (higher organizational level), select Previous. Your security 
access determines how many levels you are able to access.  

After making your final selection, select Done. 

Year and Pay Period Select this field to indicate the year and pay period to be displayed on 
the report. The two-digit pay period number and the four-digit year are 
both displayed in this field.  

After completing your selection(s), select Done or Cancel as applicable. 

After running the PACS454-01 Comptroller Of The Currrency report, the Life Insurance 

Report (with criteria) is displayed. 

 

Figure 207: Life Insurance Report (with criteria) 
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PACS454-02 FSA Life Insurance 

To run a PACS454-02 - FSA Life Insurance (Plan 36) report: 

1. Select PACS454-02 FSA Life Insurance on the Workforce Reports menu. The PACS454-02 

- FSA Life Insurance (Plan 36) report search fields are displayed. 

 

Figure 208: PACS454-02 - FSA LIFE INSURANCE (Plan 36) 

2. Complete the fields as follows: 

Field Description/Instruction 

Organizational Structure Select this field to indicate the organization to be displayed on the report. 
The default for this field is based upon your security access. After 
making your selection, select Done, Cancel, or Next as applicable. If 
you select Next, additional organizational information is displayed. You 
can continue to make selections and select Next to further customize 
your selection. There are nine levels of organizational information 
available on this field when you select Next. Multiple or block selections 
are not allowed when you select Next. If you wish to return to the 
previous (higher organizational level), select Previous. Your security 
access determines how many levels you are able to access.  

After making your final selection, select Done. 

Year and Pay Period Select this field to indicate the year and pay period to be displayed on 
the report. The two-digit pay period number and the four-digit year are 
both displayed in this field.  

After completing your selection(s), select Done or Cancel as applicable. 
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After running the PACS454-02 - FSA Life Insurance (Plan 36), the Life Insurance Report 

(with criteria) is displayed. 

 
  
 

PACS455-SCOR 

To run a PACS45599 - SCOR Records Detail Listing report: 

1. Select PACS45599 on the Workforce Reports menu. The PACS45599 - SCOR Records 

Detail Listing report search fields are displayed. 

 

Figure 209: PACS455-SCOR Report 

2. Complete the fields as follows: 

Field Instructions 

Field Description/Instruction 
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Field Description/Instruction 

Organizational Structure Select this field to indicate the organization to be displayed on the report. 
The default for this field is based upon your security access. After 
making your selection, select Done, Cancel, or Next, as applicable. If 
you select Next, additional organizational information is displayed. You 
can continue to make selections and select Next to further customize 
your selection. There are nine levels of organizational information 
available on this field when you select Next. Multiple or block selections 
are not allowed when you select Next. If you wish to return to the 
previous (higher organizational level), select Previous. Your security 
access determines how many levels you are able to access.  

After making your final selection, select Done. 

Year and Pay Period Select this field to indicate the year and pay period to be displayed on 
the report. The two-digit pay period number and the four-digit year are 
both displayed in this field.  

After completing your selection(s), select Done or Cancel, as applicable. 

After running the PACS45599 - SCOR Records Detail Listing report, the PACS45599 - 

SCOR Records Detail Listing report (with criteria) is displayed. 

 

Figure 210: PACS455-SCOR Report (with criteria) 
 

PACS45502 Retirement Premium 

To run a PACS 45502 Retirement Premium report: 

1. Select PACS 45502 Retirement Premium on the Workforce Reports menu. The PACS 45502 

Retirement Premium report search fields are displayed. 

 

Figure 211: PACS 45502 Retirement Premium Report 

2. Complete the fields as follows: 

Field Description/Instruction 
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Field Description/Instruction 

Organizational Structure Select this field to indicate the organization to be displayed on the report. 
The default for this field is based upon your security access. After 
making your selection, select Done, Cancel, or Next as applicable. If 
you select Next, additional organizational information is displayed. You 
can continue to make selections and select Next to further customize 
your selection. There are nine levels of organizational information 
available on this field when you select Next. Multiple or block selections 
are not allowed when you select Next. If you wish to return to the 
previous (higher organizational level), select Previous. Your security 
access determines how many levels you are able to access.  

After making your final selection, select Done. 

Year and Pay Period Select this field to indicate the year and pay period to be displayed on 
the report. The two-digit pay period number and the four-digit year are 
both displayed in this field.  

After completing your selection(s), select Done or Cancel as applicable. 

After running the PACS 45502 Retirement Premium Report, the Retirement Premium 

Report for Pay Period XX report (with criteria) is displayed. 

 

Figure 212: Retirement Premium Report for Pay Period XX report (with criteria) 
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PACS45503 

To run a PACS45503 - Thrift Plan Payment report: 

1. Select PACS45503 on the Workforce Reports menu. The PACS45503 - Thrift Plan 

Payment report search fields are displayed. 

 

Figure 213: PACS45503 - Thrift Plan Payment Report 

2. Complete the fields as follows: 

Field Description/Instruction 

Organizational Structure Select this field to indicate the organization to be displayed on the report. 
The default for this field is based upon your security access. After 
making your selection, select Done, Cancel, or Next as applicable. If 
you select Next, additional organizational information is displayed. You 
can continue to make selections and select Next to further customize 
your selection. There are nine levels of organizational information 
available on this field when you select Next. Multiple or block selections 
are not allowed when you select Next. If you wish to return to the 
previous (higher organizational level), select Previous. Your security 
access determines how many levels you are able to access.  

After making your final selection, select Done. 

Year and Pay Period Select this field to indicate the year and pay period to be displayed on 
the report. The two-digit pay period number and the four-digit year are 
both displayed in this field.  

After completing your selection(s), select Done or Cancel as applicable. 

After running the PACS45503 - Thrift Plan Payment Report, the PACS45503 - Thrift 

Plan Payment report (with criteria) is displayed. 

 

Figure 214: PACS45503 Report (with criteria) 
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PACS45504 Retirement Premium 

To run a PACS 45504 Thrift Savings Plan report: 

1. Select PACS 45504 Retirement Premium on the Workforce Reports menu. The PACS 45504 

Thrift Savings Plan report search fields are displayed. 

 

Figure 215: PACS45504 Report 

2. Complete the fields as follows: 

Field Description/Instruction 

Organizational Structure Select this field to indicate the organization to be displayed on the report. 
The default for this field is based upon your security access. After 
making your selection, select Done, Cancel, or Next as applicable. If 
you select Next, additional organizational information is displayed. You 
can continue to make selections and select Next to further customize 
your selection. There are nine levels of organizational information 
available on this field when you select Next. Multiple or block selections 
are not allowed when you select Next. If you wish to return to the 
previous (higher organizational level), select Previous. Your security 
access determines how many levels you are able to access.  

After making your final selection, select Done. 

Year and Pay Period Select this field to indicate the year and pay period to be displayed on 
the report. The two-digit pay period number and the four-digit year are 
both displayed in this field.  

After completing your selection(s), select Done or Cancel as applicable. 
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After running the PACS 45504 Thrift Savings Plan report, the Retirement Premium 

Report For Pay Period XX report (with criteria) is displayed. 

 

Figure 216: Retirement Premium Report For Pay Period XX Report (with criteria) 
 

PACS45505 Retirement Premium 

To run a PACS 45505 Retirement Premium report: 

1. Select PACS 45505 Retirement Premium on the Workforce Reports menu. The PACS 45505 

Retirement Premium report search fields are displayed. 

 

Figure 217: PACS 45505 Retirement Premium Report 

2. Complete the fields as follows: 

Field Description/Instruction 
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Field Description/Instruction 

Organizational Structure Select this field to indicate the organization to be displayed on the report. 
The default for this field is based upon your security access. After 
making your selection, select Done, Cancel, or Next as applicable. If 
you select Next, additional organizational information is displayed. You 
can continue to make selections and select Next to further customize 
your selection. There are nine levels of organizational information 
available on this field when you select Next. Multiple or block selections 
are not allowed when you select Next. If you wish to return to the 
previous (higher organizational level), select Previous. Your security 
access determines how many levels you are able to access.  

After making your final selection, select Done. 

Year and Pay Period Select this field to indicate the year and pay period to be displayed on 
the report. The two-digit pay period number and the four-digit year are 
both displayed in this field.  

After completing your selection(s), select Done or Cancel as applicable. 

After running the PACS 45505 Retirement Premium Report, the Retirement Premium 

Report for Pay Period XX (with criteria) is displayed. 

 

Figure 218: Retirement Premium Report for Pay Period XX (with criteria) 
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PACS4561 Payment Report 

To run a PACS 4561 Thrift Savings Plan report: 

1. Select PACS 4561 Payment Report on the Workforce Reports menu. The PACS 4561 Thrift 

Savings Plan report search fields are displayed. 

 

Figure 219: PACS4561 Payment Report 

2. Complete the fields as follows: 

Field Description/Instruction 

Organizational Structure Select this field to indicate the organization to be displayed on the report. 
The default for this field is based upon your security access. After 
making your selection, select Done, Cancel, or Next as applicable. If 
you select Next, additional organizational information is displayed. You 
can continue to make selections and select Next to further customize 
your selection. There are nine levels of organizational information 
available on this field when you select Next. Multiple or block selections 
are not allowed when you select Next. If you wish to return to the 
previous (higher organizational level), select Previous. Your security 
access determines how many levels you are able to access.  

After making your final selection, select Done. 

Year and Pay Period Select this field to indicate the year and pay period to be displayed on 
the report. The two-digit pay period number and the four-digit year are 
both displayed in this field.  

After completing your selection(s), select Done or Cancel as applicable. 

After running the PACS 4561 Thrift Savings Plan report, the Payment report (with 

criteria) is displayed. 
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PACS4562 Detail Supt (PACS4561) 

To run a PACS 4562 Detail Supt (PACS4561) report: 

1. Select PACS4562 Detail Supt (PACS4561) on the Workforce Reports menu. The PACS 4562 

Detail Supt (PACS4561) report search fields are displayed. 

 

Figure 220: NFC Reporting Center - PACS 4562 Detail Supt (PACS4561) Report 

2. Complete the fields as follows: 

Field Description/Instruction 

Organizational Structure Select this field to indicate the organization to be displayed on the report. 
The default for this field is based upon your security access. After 
making your selection, select Done, Cancel, or Next as applicable. If 
you select Next, additional organizational information is displayed. You 
can continue to make selections and select Next to further customize 
your selection. There are nine levels of organizational information 
available on this field when you select Next. Multiple or block selections 
are not allowed when you select Next. If you wish to return to the 
previous (higher organizational level), select Previous. Your security 
access determines how many levels you are able to access.  

After making your final selection, select Done. 

Year and Pay Period Select this field to indicate the year and pay period to be displayed on 
the report. The two-digit pay period number and the four-digit year are 
both displayed in this field.  

After completing your selection(s), select Done or Cancel as applicable. 



Publications Category: Reporting 
 Reporting Center 

 

 
 

379 
 

 

After running the NFC Reporting Center - PACS 4562 Detail Supt(PACS4561) report, 

the Detail in Support of PACS4562 report (with criteria) is displayed. 

 

Figure 221: Payment Report Detail in Support of PACS4562 report (with criteria) 
  
 

PACS457-2 OPM NFC Long Term Care 

The NFC Reporting Center - PACS457-2 - OPM –NFC LONG TERM CARE (Plan LE/LD) 

report is displayed when you select PACS457-2 OPM NFC Long Term Care on the Workforce 

Reports menu. 

 

Figure 222: NFC Reporting Center - PACS457-2 - OPM - NFC Long Term Care (Plan LE LD) 
Report 

1. Complete the fields as follows: 

Field Description/Instruction 
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Field Description/Instruction 

Organizational Structure Select this field to indicate the organization to be displayed on the report. 
The default for this field is based upon your security access. After 
making your selection, select Done, Cancel, or Next as applicable. If 
you select Next, additional organizational information is displayed. You 
can continue to make selections and select Next to further customize 
your selection. There are nine levels of organizational information 
available on this field when you select Next. Multiple or block selections 
are not allowed when you select Next. If you wish to return to the 
previous (higher organizational level), select Previous. Your security 
access determines how many levels you are able to access.  

After making your final selection, select Done. 

Year and Pay Period Select this field to indicate the year and pay period to be displayed on 
the report. The two-digit pay period number and the four-digit year are 
both displayed in this field.  

After completing your selection(s), select Done or Cancel as applicable. 

After running the NFC Reporting Center - PACS457-2 - OPM - NFC Long Term Care 

(Plan LE LD) Report, the Long Term Care Payment Report (with criteria) is displayed. 

 

Figure 223: Long Term Care Payment Report (with criteria) 
 

PACS457-3 Short Term Disability 

To run a PACS457-3 Comptroller Of The Current Flex Fund report: 

1. Select PACS457-3 Short Term Disability on the Workforce Reports menu. The PACS457-3 

Comptroller Of The Current Flex Fund report search fields are displayed. 

 

Figure 224: PACS457-3 Comptroller Of The Current Flex Fund Report 

2. Complete the fields as follows: 

Field Description/Instruction 
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Field Description/Instruction 

Organizational Structure Select this field to indicate the organization to be displayed on the report. 
The default for this field is based upon your security access. After 
making your selection, select Done, Cancel, or Next as applicable. If 
you select Next, additional organizational information is displayed. You 
can continue to make selections and select Next to further customize 
your selection. There are nine levels of organizational information 
available on this field when you select Next. Multiple or block selections 
are not allowed when you select Next. If you wish to return to the 
previous (higher organizational level), select Previous. Your security 
access determines how many levels you are able to access.  

After making your final selection, select Done. 

Year and Pay Period Select this field to indicate the year and pay period to be displayed on 
the report. The two-digit pay period number and the four-digit year are 
both displayed in this field.  

After completing your selection(s), select Done or Cancel as applicable. 

After running the PACS457-3 Comptroller Of The Current Flex Fund report, the Short 

Term Disability Report (with criteria) is displayed. 

 
 

PACS459-1/2 Appalach Regl Comm Flex 

To run a PACS459-1/2 Flexfund Deposit List report: 

1. Select PACS459-1/2 Appalach Regl Comm Flex on the Workforce Reports menu. The 

PACS459-1/2 Flexfund Deposit List report search fields are displayed. 

 

Figure 225: PACS459-1/2 Flexfund Deposit List Report 
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2. Complete the fields as follows: 

Field Description/Instruction 

Organizational Structure Select this field to indicate the organization to be displayed on the report. 
The default for this field is based upon your security access. After 
making your selection, select Done, Cancel, or Next as applicable. If 
you select Next, additional organizational information is displayed. You 
can continue to make selections and select Next to further customize 
your selection. There are nine levels of organizational information 
available on this field when you select Next. Multiple or block selections 
are not allowed when you select Next. If you wish to return to the 
previous (higher organizational level), select Previous. Your security 
access determines how many levels you are able to access.  

After making your final selection, select Done. 

Year and Pay Period Select this field to indicate the year and pay period to be displayed on 
the report. The two-digit pay period number and the four-digit year are 
both displayed in this field.  

After completing your selection(s), select Done or Cancel as applicable. 

After running the PACS459-1/2 Flexfund Deposit List report, the Flexible Benefit 

Accounts report (with criteria) is displayed. 

 

Figure 226: Flexible Benefit Accounts Report (with criteria) 
  

 

PACS460-1 D.C. Retirement Fund 

To run a PACS 460-1 Employees in the D.C. Retirement Fund report: 

1. Select PACS460-1 D.C. Retirement Fund on the Workforce Reports menu. The PACS 460-1 

Employees in the D.C. Retirement Fund report search fields are displayed. 

 

Figure 227: PACS460-1 D.C. Retirement Fund Report 
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2. Complete the fields as follows: 

Field Description/Instruction 

Organizational Structure Select this field to indicate the organization to be displayed on the report. 
The default for this field is based upon your security access. After 
making your selection, select Done, Cancel, or Next as applicable. If 
you select Next, additional organizational information is displayed. You 
can continue to make selections and select Next to further customize 
your selection. There are nine levels of organizational information 
available on this field when you select Next. Multiple or block selections 
are not allowed when you select Next. If you wish to return to the 
previous (higher organizational level), select Previous. Your security 
access determines how many levels you are able to access.  

After making your final selection, select Done. 

Year and Pay Period Select this field to indicate the year and pay period to be displayed on 
the report. The two-digit pay period number and the four-digit year are 
both displayed in this field.  

After completing your selection(s), select Done or Cancel as applicable. 

After running the PACS 460-1 Employees in the D.C. Retirement Fund report, the Report 

of Employees in the D.C. Retirement Fund (with criteria) is displayed. 

 

Figure 228: Report of Employees in the D.C. Retirement Fund (with criteria) 
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PACS460-2 COVA Retirement Fund 

To run a PACS 460-2 Employees in the COVA Retirement Fund report: 

1. Select PACS460-2 COVA Retirement Fund on the Workforce Reports menu. The PACS 

460-2 Employees in the COVA Retirement Fund report search fields are displayed. 

 

Figure 229: PACS 460-2 Employees in the COVA Retirement Fund Report 

2. Complete the fields as follows: 

Field Description/Instruction 

Organizational Structure Select this field to indicate the organization to be displayed on the report. 
The default for this field is based upon your security access. After 
making your selection, select Done, Cancel, or Next as applicable. If 
you select Next, additional organizational information is displayed. You 
can continue to make selections and select Next to further customize 
your selection. There are nine levels of organizational information 
available on this field when you select Next. Multiple or block selections 
are not allowed when you select Next. If you wish to return to the 
previous (higher organizational level), select Previous. Your security 
access determines how many levels you are able to access.  

After making your final selection, select Done. 

Year and Pay Period Select this field to indicate the year and pay period to be displayed on 
the report. The two-digit pay period number and the four-digit year are 
both displayed in this field.  

After completing your selection(s), select Done or Cancel as applicable. 
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After running the PACS 460-2 Employees in the COVA Retirement Fund report, the 

Report of Employees in the COVA Retirement Plan report (with criteria) is displayed. 

 

Figure 230: Report of Employees in the COVA Retirement Plan report (with criteria) 
 

PACS46501 Thrift Plan Payment 

To run a PACS 46501 Thrift Plan Payment report: 

1. Select PACS46501 Thrift Plan Payment on the Workforce Reports menu. The PACS 46501 

Thrift Plan Payment report search fields are displayed. 

 

Figure 231: PACS46501 Thrift Plan Payment Report 

2. Complete the fields as follows: 

Field Description/Instruction 
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Field Description/Instruction 

Organizational Structure Select this field to indicate the organization to be displayed on the report. 
The default for this field is based upon your security access. After 
making your selection, select Done, Cancel, or Next as applicable. If 
you select Next, additional organizational information is displayed. You 
can continue to make selections and select Next to further customize 
your selection. There are nine levels of organizational information 
available on this field when you select Next. Multiple or block selections 
are not allowed when you select Next. If you wish to return to the 
previous (higher organizational level), select Previous. Your security 
access determines how many levels you are able to access.  

After making your final selection, select Done. 

Year and Pay Period Select this field to indicate the year and pay period to be displayed on 
the report. The two-digit pay period number and the four-digit year are 
both displayed in this field.  

After completing your selection(s), select Done or Cancel as applicable. 
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After running the PACS 46501 Thrift Plan Payment Report, the Thrift Plan Payment 

Report (with criteria) is displayed. 

 

Figure 232: Thrift Plan Payment Report (with criteria) 
 

PACS46502 Thrift Plan Payment-Credit 

To run a PACS46502 Thrift Plan (Credit Records) report: 

1. Select PACS46502 Thrift Plan Payment-Credit on the Workforce Reports menu. The 

PACS46502 Thrift Plan (Credit Records) report search fields are displayed. 

 

Figure 233: PACS46502 Thrift Plan Report (Credit Records) 

2. Complete the fields as follows: 
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Field Description/Instruction 

Organizational Structure Select this field to indicate the organization to be displayed on the report. 
The default for this field is based upon your security access. After 
making your selection, select Done, Cancel, or Next as applicable. If 
you select Next, additional organizational information is displayed. You 
can continue to make selections and select Next to further customize 
your selection. There are nine levels of organizational information 
available on this field when you select Next. Multiple or block selections 
are not allowed when you select Next. If you wish to return to the 
previous (higher organizational level), select Previous. Your security 
access determines how many levels you are able to access.  

After making your final selection, select Done. 

Year and Pay Period Select this field to indicate the year and pay period to be displayed on 
the report. The two-digit pay period number and the four-digit year are 
both displayed in this field.  

After completing your selection(s), select Done or Cancel as applicable. 

After running the PACS46502 Thrift Plan Report (Credit Records), the Thrift Plan 

Payment Report (with criteria) is displayed. 

 

Figure 234: Thrift Plan Payment Report (with criteria) 
  

 

PACS46503 Thrift Plan Payment-SCOR 

This report is reserved for future use. 
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PACS46504 Thrift Plan Payment 

To run a PACS 46504 Thrift Plan Payment report: 

1. Select PACS46504 Thrift Plan Payment on the Workforce Reports menu. The PACS 46504 

Thrift Plan Payment report search fields are displayed. 

 

Figure 235: PACS 46504 Thrift Plan Payment Report 

2. Complete the fields as follows: 

Field Description/Instruction 

Organizational Structure Select this field to indicate the organization to be displayed on the report. 
The default for this field is based upon your security access. After 
making your selection, select Done, Cancel, or Next as applicable. If 
you select Next, additional organizational information is displayed. You 
can continue to make selections and select Next to further customize 
your selection. There are nine levels of organizational information 
available on this field when you select Next. Multiple or block selections 
are not allowed when you select Next. If you wish to return to the 
previous (higher organizational level), select Previous. Your security 
access determines how many levels you are able to access.  

After making your final selection, select Done. 

Year and Pay Period Select this field to indicate the year and pay period to be displayed on 
the report. The two-digit pay period number and the four-digit year are 
both displayed in this field.  

After completing your selection(s), select Done or Cancel as applicable. 
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After running the PACS 46504 Thrift Plan Payment Report, the Thrift Plan Payment 

Report (with criteria) is displayed. 

 

Figure 236: Thrift Plan Payment Report (with criteria) 
  

 

PACS46505 Thrift Plan Payment-SCOR 

This report is reserved for future use. 

 

PACS46506 Thrift Plan Payment 

To run a PACS 46506 Thrift Savings Plan report: 

1. Select PACS46506 Thrift Plan Payment on the Workforce Reports menu. The PACS 46506 

Thrift Savings Plan report search fields are displayed. 

 

Figure 237: PACS 46506 Thrift Savings Plan 

2. Complete the fields as follows: 

Field Description/Instruction 
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Field Description/Instruction 

Organizational Structure Select this field to indicate the organization to be displayed on the report. 
The default for this field is based upon your security access. After 
making your selection, select Done, Cancel, or Next as applicable. If 
you select Next, additional organizational information is displayed. You 
can continue to make selections and select Next to further customize 
your selection. There are nine levels of organizational information 
available on this field when you select Next. Multiple or block selections 
are not allowed when you select Next. If you wish to return to the 
previous (higher organizational level), select Previous. Your security 
access determines how many levels you are able to access.  

After making your final selection, select Done. 

Year and Pay Period  Select this field to indicate the year and pay period to be displayed on 
the report. The two-digit pay period number and the four-digit year are 
both displayed in this field.  

After completing your selection(s), select Done or Cancel as applicable. 

After running the PACS 46506 Thrift Savings Plan report, the Thrift Plan Payment 

Report (with criteria) is displayed. 

 

Figure 238: Thrift Plan Payment Report (with criteria) 
  
 

PACS46507 Thrift Plan Payment-SCOR 

This report is reserved for future use. 
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PACS46512 Thrift Plan Payment 

To run a PACS46512 - Thrift Plan Payment report: 

1. Select PACS46512 Thrift Plan Payment on the Workforce Reports menu. The PACS46512 - 

Thrift Plan Payment report search fields are displayed. 

 

Figure 239: PACS46512 - Thrift Plan Payment Report 

2. Complete the fields as follows: 

Field Description/Instruction 

Organizational Structure Select this field to indicate the organization to be displayed on the report. 
The default for this field is based upon your security access. After 
making your selection, select Done, Cancel, or Next as applicable. If 
you select Next, additional organizational information is displayed. You 
can continue to make selections and select Next to further customize 
your selection. There are nine levels of organizational information 
available on this field when you select Next. Multiple or block selections 
are not allowed when you select Next. If you wish to return to the 
previous (higher organizational level), select Previous. Your security 
access determines how many levels you are able to access.  

After making your final selection, select Done. 

Year and Pay Period  Select this field to indicate the year and pay period to be displayed on 
the report. The two-digit pay period number and the four-digit year are 
both displayed in this field.  

After completing your selection(s), select Done or Cancel as applicable. 
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After running the PACS46512 - Thrift Plan Payment Report, the Thrift Plan Payment 

Report (with criteria) is displayed. 

 

Figure 240: Thrift Plan Payment Report (with criteria) 

  
 

PACS46513 Thrift Plan Payment 

This report is reserved for future use. 

 

PACS46515 Thrift Plan Payment 

To run a PACS46515 Thrift Plan Payment report: 

1. Select PACS46515 Thrift Plan Payment on the Workforce Reports menu. The PACS46515 

Thrift Plan Payment report search fields are displayed. 

 

Figure 241: PACS46515 Thrift Plan Payment Report 

2. Complete the fields as follows: 

Field Description/Instruction 
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Field Description/Instruction 

Organizational Structure Select this field to indicate the organization to be displayed on the report. 
The default for this field is based upon your security access. After 
making your selection, select Done, Cancel, or Next as applicable. If 
you select Next, additional organizational information is displayed. You 
can continue to make selections and select Next to further customize 
your selection. There are nine levels of organizational information 
available on this field when you select Next. Multiple or block selections 
are not allowed when you select Next. If you wish to return to the 
previous (higher organizational level), select Previous. Your security 
access determines how many levels you are able to access.  

After making your final selection, select Done. 

Year and Pay Period  Select this field to indicate the year and pay period to be displayed on 
the report. The two-digit pay period number and the four-digit year are 
both displayed in this field.  

After completing your selection(s), select Done or Cancel as applicable. 

After running the PACS46515 - Thrift Plan Payment Report, the Thrift Plan Payment 

Report (with criteria) is displayed. 

 

Figure 242: Thrift Plan Payment Report (with criteria) 
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PACS46516 Thrift Plan Payment-SCOR 

To run a PACS 46516 Thrift Plan Payment (SCOR) report: 

1. Select PACS46516 Thrift Plan Payment-SCOR on the Workforce Reports menu. The PACS 

46516 Thrift Plan Payment (SCOR) report search fields are displayed. 

 

Figure 243: PACS 46516 Thrift Plan Payment Report (SCOR) 

2. Complete the fields as follows: 

Field Description/Instruction 

Organizational Structure Select this field to indicate the organization to be displayed on the report. 
The default for this field is based upon your security access. After 
making your selection, select Done, Cancel, or Next as applicable. If 
you select Next, additional organizational information is displayed. You 
can continue to make selections and select Next to further customize 
your selection. There are nine levels of organizational information 
available on this field when you select Next. Multiple or block selections 
are not allowed when you select Next. If you wish to return to the 
previous (higher organizational level), select Previous. Your security 

access determines how many levels you are able to access.  

After making your final selection, select Done. 

Year and Pay Period  Select this field to indicate the year and pay period to be displayed on 
the report. The two-digit pay period number and the four-digit year are 
both displayed in this field.  

After completing your selection(s), select Done or Cancel as applicable. 

After running the PACS 46516 Thrift Plan Payment Report (SCOR), the Thrift Plan 

Payment Report (with criteria) is displayed. 

 

Figure 244: Thrift Plan Payment Report (with criteria) 
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PACS46517 Thrift Plan Payment-Credit 

The PACS 46517 Thrift Plan (Credit Records) report: 

1. Select PACS46517 Thrift Plan Payment-Credit on the Workforce Reports menu. The PACS 

46517 Thrift Plan (Credit Records) report search fields are displayed. 

 

Figure 245: PACS 46517 Thrift Plan Report (Credit Records) 

2. Complete the fields as follows: 

Field Description/Instruction 

Organizational Structure Select this field to indicate the organization to be displayed on the report. 
The default for this field is based upon your security access. After 
making your selection, select Done, Cancel, or Next as applicable. If 
you select Next, additional organizational information is displayed. You 
can continue to make selections and select Next to further customize 
your selection. There are nine levels of organizational information 
available on this field when you select Next. Multiple or block selections 
are not allowed when you select Next. If you wish to return to the 
previous (higher organizational level), select Previous. Your security 
access determines how many levels you are able to access.  

After making your final selection, select Done. 

Year and Pay Period  Select this field to indicate the year and pay period to be displayed on 
the report. The two-digit pay period number and the four-digit year are 
both displayed in this field.  

After completing your selection(s), select Done or Cancel as applicable. 

After running the PACS 46517 Thrift Plan Report (Credit Records), the Thrift Plan 

Payment Report - Credit Records (with criteria) is displayed. 

 

Figure 246: Thrift Plan Report - Credit Records (with criteria) 
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PACS46518-Thrift Plan Payment 

To run a PACS46518 - Thrift Plan Payment report: 

1. Select PACS46518 Thrift Plan Payment on the Workforce Reports menu. The PACS46518 - 

Thrift Plan Payment report search fields are displayed. 

 

Figure 247: PACS46518 - Thrift Plan Payment Report 

2. Complete the fields as follows: 

Field Description/Instruction 

Organizational Structure Select this field to indicate the organization to be displayed on the report. 
The default for this field is based upon your security access. After 
making your selection, select Done, Cancel, or Next as applicable. If 
you select Next, additional organizational information is displayed. You 
can continue to make selections and select Next to further customize 
your selection. There are nine levels of organizational information 
available on this field when you select Next. Multiple or block selections 
are not allowed when you select Next. If you wish to return to the 
previous (higher organizational level), select Previous. Your security 
access determines how many levels you are able to access.  

After making your final selection, select Done. 

Year and Pay Period  Select this field to indicate the year and pay period to be displayed on 
the report. The two-digit pay period number and the four-digit year are 
both displayed in this field.  

After completing your selection(s), select Done or Cancel as applicable. 
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After running the PACS46518 - Thrift Plan Payment Report, the Thrift Plan Payment 

Report (with criteria) is displayed. 

 

Figure 248: Thrift Plan Payment Report (with criteria) 
  

 

PACS46519 Thrift Payment Plan-SCOR 

This report is reserved for future use. 

 

PACS46520 Thrift Plan Payment 

To run a PACS46520 - Thrift Plan Payment report: 

1. Select PACS46520 Thrift Plan Payment on the Workforce Reports menu. The PACS46520 - 

Thrift Plan Payment report search fields are displayed. 

 

Figure 249: PACS46520 - Thrift Plan Payment Report 

2. Complete the fields as follows: 

Field Description/Instruction 
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Field Description/Instruction 

Organizational Structure Select this field to indicate the organization to be displayed on the report. 
The default for this field is based upon your security access. After 
making your selection, select Done, Cancel, or Next as applicable. If 
you select Next, additional organizational information is displayed. You 
can continue to make selections and select Next to further customize 
your selection. There are nine levels of organizational information 
available on this field when you select Next. Multiple or block selections 
are not allowed when you select Next. If you wish to return to the 
previous (higher organizational level), select Previous. Your security 
access determines how many levels you are able to access.  

After making your final selection, select Done. 

Year and Pay Period  Select this field to indicate the year and pay period to be displayed on 
the report. The two-digit pay period number and the four-digit year are 
both displayed in this field.  

After completing your selection(s), select Done or Cancel as applicable. 

After running the PACS46520 - Thrift Plan Payment Report, the Thrift Plan Payment 

Report (with criteria) is displayed. 

 

Figure 250: Thrift Plan Payment Report (with criteria) 
  
 

PACS46521 Thrift Plan Payment-SCOR 

This report is reserved for future use. 
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PACS470-01 

This report is reserved for future use. 

 

PATCO Profile by Occupational Series 

To run a PATCO Profile by Occupational Series report: 

1. Select PATCO Profile by Occupational Series on the Workforce Reports menu. The PATCO 

Profile by Occupational Series report search fields are displayed. 

 

Figure 251: PATCO Profile by Occupational Series Report 

2. Complete the fields as follows: 

Field Description/Instruction 

Organizational Structure Defaults based upon your security access. 

Select this field to select the organizational information to be displayed 
on the report. After making your selection, select Done, Cancel, or Next 
as appropriate. If you select Next, additional organization information is 
displayed. You can continue to make selections and select Next to 
further customize your selection. There are nine organizational levels 
available when selecting Next. Multiple or block selections are not 
allowed when you select Next. To return to the previous organization 
level, select Previous. Your security access determines how many 
levels of organization information that you can access.  

After completing your selection(s), select Done or Cancel as applicable. 



Publications Category: Reporting 
 Reporting Center 

 

 
 

401 
 

 

Field Description/Instruction 

Personnel Office 
Identifier 

Select this field to indicate the POI to be displayed on the report. POIs 
are listed numerically on this field. The four-digit POI and the name of 
the personnel office are both displayed on the report.  

After making your selection, select Done, Cancel, or Reset as 
applicable. 

Pay Plan Defaults to All. 

Select this field to select the applicable pay plan(s) to be displayed on 
the report. For Department of Commerce employees, you can select 
Pay Plan Groupings Include to the right of the selection box to display 
a list of pay plans included in the groupings. Multiple or block selections 
are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Occupational Series Defaults to All.  

Select this field to select the occupational series to be displayed on the 
report. The four-digit code and the literal are both displayed on the 
report. Multiple or block selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Grade  Defaults to All.  

Select this field to select the two-digit grade(s) to be displayed on the 
report. The grades are displayed in descending order. Multiple or block 
selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Supervisory Status Defaults to All.  

Select this field to select the applicable supervisory status to be 
displayed on the report. Multiple or block selections are available in this 
field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Location (State) Defaults to All. 

Select this field to indicate the State(s) to be displayed on the report. 
The States are listing alphabetically. You can use the scroll bar to 
search for the applicable State(s). Multiple or block selections are 
available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 
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Field Description/Instruction 

Employment Type (PFT) Defaults to All. 

Select this field to indicate the applicable full-time or part-time status of 
the employee. You can select Employment Types Include to display 
definitions of the various employment types. Multiple or block selections 
are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Age Defaults to All.  

Select this field to indicate the applicable age range category to be 
displayed on the report. This field is categorized in ranges of 5-year 
increments. Multiple or block selections are available in this field.  

After making your selection(s), select Done, Cancel, or Reset as 
applicable. 

Veterans Preference Defaults to All.  

Select this field to indicate whether or not an employee is eligible for 
veterans preference. This preference is used in RIF situations, appeals 
cases, and in other situations where veterans preferences are pertinent. 
Valid values are None, 5-Point, 10-Point Disability, 

10-Point Compensable, 10-Point Other, and 10-Point 

30% Compensable. Multiple or block selections are available in this 

field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Disability Code Defaults to All.  

Select this field to indicate the disability code to be displayed on the 
report. This field displays both the two-digit code and the literal. You can 
select Targeted Disabilities Include to display various disability types. 
Multiple or block selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Gender Defaults to All.  

Select this field to indicate the gender to be displayed on the report. 
Valid values are Male and Female. Multiple or block selections are 

available in this field.  

After making your selection, select Include, Exclude, Cancel, or Reset 
as applicable. 
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Field Description/Instruction 

Ethnicity/Race and 
National Origin (ERI) 

Defaults to All.  

Select this field to indicate the RNO to be displayed on the report. 

Multiple or block selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Education Level Defaults to All.  

Select this field to indicate the length of service range to be displayed on 
the report. This field is categorized in ranges of 5-year increments. 
Multiple or block selections are available in this field.  

After completing your selection(s), select Done or Cancel as applicable. 

Length of Service Defaults to All. 

Select this field to indicate the length of service range to be displayed on 
the report. This field is categorized in ranges of 5-year increments.  
Multiple or block selections are available in this field.  

After completing your selection(s), select Done or Cancel as applicable. 

Time Frame Select this field to indicate the year to be displayed on the report. Use 
the scroll bar to select the applicable year from the box. You must also 
select the applicable radio button to indicate whether or not to run the 
report using the calendar or fiscal year that corresponds with the year 

selected in the box. Valid values for the radio buttons are Calendar 

Year and Fiscal Year. Multiple or block selections are not allowed.  

After completing your selection, select Done or Cancel as applicable. 
  

After running the PATCO Profile by Occupational Series report, the PATCO Profile 

report (with criteria) is displayed. 
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Paid Listing (Startup 17) 

To run a Paid Listing (Startup 17) report: 

1. Select Paid Listing (Startup 17) on the Workforce Reports menu. The Paid Listing (Startup 

17) report search fields are displayed. 

 

Figure 252: Paid Listing (Startup 17) Report 

2. Complete the fields as follows: 

Field Description/Instruction 

Organizational Structure Defaults based upon your security access. 

Select this field to select the organizational information to be displayed 
on the report. After making your selection, select Done, Cancel, or Next 
as appropriate. If you select Next, additional organization information is 
displayed. You can continue to make selections and select Next to 
further customize your selection. There are nine organizational levels 
available when selecting Next. Multiple or block selections are not 
allowed when you select Next. To return to the previous organization 
level, select Previous. Your security access determines how many 
levels of organization information that you can access.  

After completing your selection(s), select Done or Cancel as applicable. 

Personnel Office 
Identifier 

Select this field to indicate the POI to be displayed on the report. POIs 
are listed numerically on this field. The four-digit POI and the name of 
the personnel office are both displayed on the report.  

After making your selection, select Done, Cancel, or Reset as 
applicable. 
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Field Description/Instruction 

Pay Plan Defaults to All. 

Select this field to select the applicable pay plan(s) to be displayed on 
the report. For Department of Commerce employees, you can select 
Pay Plan Groupings Include to the right of the selection box to display 
a list of pay plans included in the groupings. Multiple or block selections 
are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Occupational Series Defaults to All.  

Select this field to select the occupational series to be displayed on the 
report. The four-digit code and the literal are both displayed on the 
report. Multiple or block selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Grade Defaults to All.  

Select this field to select the two-digit grade(s) to be displayed on the 
report. The grades are displayed in descending order. Multiple or block 
selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Location (Duty State) Defaults to All.  

Select this field to select the duty State of the organization. Multiple or 
block selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Location (Duty City) Defaults to All.  

Select this field to select the duty city of the organization. Valid values 
for this field are determined by the selection(s) made in the Location 
(Duty State) field. You cannot select this field until a selection(s) has 
been made in the Location (Duty State) field. Multiple or block selections 
are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Location (Duty County) Defaults to All.  

Select this field to select the duty county of the organization. Valid 
values for this field are determined by the selection(s) made in the 
Location (Duty State) field. You cannot select this field until a 
selection(s) has been made in the Location (Duty State) field. Multiple or 
block selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 
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Field Description/Instruction 

Separation Accession 
Type  

Defaults to Not Separated or Accession this Pay 

Period.  

Select this field to indicate the separation accession status to be 

included on the report. Valid values are Not Separated, Regular, 

Deceased, and Accession this Pay Period. Multiple or block 

selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Type of Appointment Defaults to All. 

Select this field to indicate the appointment type to be displayed on the 
report. Multiple or block selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Employment Type Defaults to All.  

Select this field to indicate the employee’s employment type. Valid 

values are Full-time, Part-time, Intermittent, Fee 

basis of piecework, and First 40 hours. Multiple or block 

selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Special Employee Code Defaults to All.  

Select this field to indicate the special employee code to be displayed on 
the report. Both the two-digit numeric code and the alpha literal are 
displayed in this field. Multiple or block selections are available in this 
field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Retirement System Select this field to indicate the retirement system to be displayed on the 
report. Multiple or block selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 
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Field Description/Instruction 

SCD Date (Leave) Select the down arrows to indicate the range, month, day, and year for 
the SCD for leave for the employee(s) to be displayed on the report. The 
first down arrow sets the parameters of the report. 

Valid values for the first down arrow are Equals, Not Equal To, 

Less Than or Equal To, Less Than, Greater Than or 

Equal To, and Greater Than. 

The second down arrow is used to indicate the month. Valid values are 

01 through 12. 

The third down arrow is used to indicate the day. Valid values are 01 

through 31. 

The fourth down arrow is used to indicate the year. Valid values are 

1945 through 2005. 

Multiple or block selections are not available in this field.  

After making your selection(s), select Done, Cancel, or Reset as 
applicable. 

Sort Order  Defaults to Last Name.  

Select this field to select the applicable sort options. Select the down 
arrow to display the various sort options. Each level has two parts. The 
first part is the literal sort, and the second part is whether or not you 
want to sort in ascending or descending order.  

After making your selection, select Done, Cancel, or Reset as 
applicable. 

Year and Pay Period Select this field to indicate the year and pay period to be displayed on 
the report. The two-digit pay period number and the four-digit year are 
both displayed in this field.  

After completing your selection(s), select Done or Cancel as applicable. 

After running the Paid Listing (Startup 17) report, the Paid Listing (Startup 17) report 

(with criteria) is displayed. 
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Pay Plan and Grade Distribution 

The Distribution by Pay Plan and Grade report displays a count of employees in an organization 

across RNO and gender by grade with the option of selecting an additional sort category. Data 

for this report is obtained from the Personnel History database and is updated biweekly. 

To run a Distribution by Pay Plan and Grade report: 

1. Select Pay Plan and Grade Distribution on the Workforce Reports menu. The Distribution 

by Pay Plan and Grade report search fields are displayed. 

 

Figure 253: Distribution By Pay Plan and Grade Report 

2. Complete the fields as follows: 

Field Description/Instruction 

Organizational Structure Select this field to select the organizational information to be displayed 
on the report. The default for this field is based upon your security 
access. After making your selection, select Done, Cancel, or Next as 
appropriate. If you select Next, additional organization information is 
displayed. You can continue to make selections and select Next to 
further customize your selection. There are nine organizational levels 
available when selecting Next. Multiple or block selections are not 
allowed when you select Next. To return to the previous organization 
level, select Previous. Your security access determines how many 
levels of organization information that you can access.  

After completing your selection(s), select Done or Cancel as applicable. 

Personnel Office 
Identifier 

Select this field to indicate the POI to be displayed on the report. POIs 
are listed numerically on this field. The four-digit POI and the name of 
the personnel office are both displayed on the report.  

After making your selection, select Done, Cancel, or Reset as 
applicable. 
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Field Description/Instruction 

Pay Plan Defaults to All. 

Select this field to select the applicable pay plan(s) to be displayed on 
the report. For Department of Commerce employees, you can select 
Pay Plan Groupings Include to the right of the selection box to display 
a list of pay plans included in the groupings. Multiple or block selections 
are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Occupational Series Defaults to All.  

Select this field to select the occupational series to be displayed on the 
report. The four-digit code and the literal are both displayed on the 
report. Multiple or block selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Disability Code Defaults to All.  

Select this field to indicate the disability code to be displayed on the 
report. This field displays both the two-digit code and the literal. You can 
select Targeted Disabilities Include to display various disability types. 
Multiple or block selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Gender Defaults to All.  

Select this field to indicate the gender to be displayed on the report. 

Valid values are Male and Female. Multiple or block selections are 

available in this field.  

After making your selection, select Include, Exclude, Cancel, or Reset 
as applicable. 

Ethnicity/Race and 
National Origin (ERI) 

Defaults to All.  

Select this field to indicate the RNO to be displayed on the report. 
Multiple or block selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Group the "Two or More 
Races" ERI designations 
that include an Hispanic 
selection as Hispanic  

Defaults to Yes. 

Select this field to indicate whether or not to group two ERI designations 
as Hispanic if one includes Hispanic or Latino. 

After completing your selection(s), select Done or Cancel as applicable.  
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Field Description/Instruction 

Occupation (PATCO) Defaults to All. 

Select this field to display the applicable job code(s) to be displayed on 

the report. Valid values are Professional, Administrative, 

Technical, Clerical, Other, and Blue Collar. Multiple or 

block selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Supervisory Status Defaults to All. 

Select this field to select the applicable supervisory status to be 
displayed on the report. Multiple or block selections are available in this 
field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Location (State) Defaults to All. 

Select this field to indicate the State(s) to be displayed on the report. 
The States are listing alphabetically. You can use the scroll bar to 
search for the applicable State(s). Multiple or block selections are 
available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Employment Type (PFT) Defaults to All.  

Select this field to indicate the applicable full-time or part-time status of 
the employee. You can select Employment Types Include to display 
definitions of the various employment types. Multiple or block selections 
are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Age Defaults to All.  

Select this field to indicate the applicable age range category to be 
displayed on the report. This field is categorized in ranges of 5-year 
increments. Multiple or block selections are available in this field.  

After making your selection(s), select Done, Cancel, or Reset as 
applicable. 
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Field Description/Instruction 

Veterans Preference Defaults to All.  

Select this field to indicate whether or not an employee is eligible for 
veterans preference. This preference is used in RIF situations, appeals 
cases, and in other situations where veterans preferences are pertinent. 

Valid values are None, 5-Point, 10-Point Disability, 

10-Point Compensable, 10-Point Other, and 10-Point 

30% Compensable. Multiple or block selections are available in this 

field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Education Level Defaults to All.  

Select this field to indicate the education level to be displayed on the 
report. Multiple or block selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Length of Service Defaults to All.  

Select this field to indicate the length of service range to be displayed on 
the report. This field is categorized in ranges of 5-year increments. 
Multiple or block selections are available in this field.  

After completing your selection(s), select Done or Cancel as applicable. 

Time Frame Select this field to indicate the year to be displayed on the report. Use 
the scroll bar to select the applicable year from the box. You must also 
select the applicable radio button to indicate whether or not to run the 
report using the calendar or fiscal year that corresponds with the year 

selected in the box. Valid values for the radio buttons are Calendar 

Year and Fiscal Year. Multiple or block selections are not allowed.  

After completing your selection, select Done or Cancel as applicable. 
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After running the Distribution By Pay Plan and Grade report, the Pay Plan Distribution 

report is displayed. 

 
 

Pay Raise 

The Pay Raise report contains data pertaining to the retroactive pay raise.  

There are five reports available for selection. They are: 

 Accession Report - displays employees with accession actions on or after 01/12/03. 

 Bypass Report - displays employees who will be bypassed from receiving either a 

Document Type 894 or Document Type 895 action. 

 Locality Report - displays employees who should receive a Document Type 895, Locality 

Payment action. 

 Pay Raise Report - displays employees who should receive a Document Type 894, Gen 

Adj, pay raise action.  

 Separation report - displays employees with separation actions on or after 01/12/03. 
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To run a Pay Raise report: 

1. Select Pay Raise on the Workforce Reports menu. The Pay Raise report search fields are 

displayed. 

 

Figure 254: Pay Raise Reports 

2. Complete the fields as follows: 

Field Description/Instruction 

Report Selection Defaults to Accession Report. 

Select this field to select the applicable type of report to be run. Valid 

values are Accession Report, Bypass Report, Locality 

Report, Pay Raise Report, and Separation Report. 

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Organizational Structure Select this field to select the organizational information to be displayed 
on the report. The default for this field is based upon your security 
access. After making your selection, select Done, Cancel, or Next as 
appropriate. If you select Next, additional organization information is 
displayed. You can continue to make selections and select Next to 
further customize your selection. There are nine organizational levels 
available when selecting Next. Multiple or block selections are not 
allowed when you select Next. To return to the previous organization 
level, select Previous. Your security access determines how many 
levels of organization information that you can access.  

After completing your selection(s), select Done or Cancel as applicable. 

Personnel Office 
Identifier 

Select this field to indicate the POI to be displayed on the report. POIs 
are listed numerically on this field. The four-digit POI and the name of 
the personnel office are both displayed on the report.  

After making your selection, select Done, Cancel, or Reset as 
applicable. 
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After running the Pay Raise Reports, the applicable Pay Raise report (with criteria) is 

displayed. 

 
 

Payroll Listing for W-2 Research 

The Payroll Listing for W-2 Research report displays W-2 information. 

To run a Payroll Listing for W-2 Research report: 

1. Select Payroll Listing for W-2 Research on the Workforce Reports menu. The Payroll 

Listing for W-2 Research report search field is displayed. 

 

Figure 255: Payroll Listing for W-2 Research Report 

2. Complete the fields as follows: 

Field Description/Instruction 

Employee Social Security 
Number 

Select this field to type the employee’s SSN.  

After typing, select Done. 

After the Employee Social Security Number field is completed on the Payroll Listing for 

W-2 Research report, the Payroll Pay Period field is displayed and must be completed. 

 

Figure 256: Payroll Listing for W2 Research (after entering employee SSN) 

3. Complete the fields as follows: 
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Field Description/Instruction 

Payroll Pay Period Select this field to select the applicable pay period to be displayed on the 
report.  

After making your selection, select Done, Cancel, or Reset as 
applicable. 

After completing the fields, the Earnings and Deductions Statement (with criteria) is 

displayed. 

 

Figure 257: Earnings and Deductions Statement (with criteria) 
 

Position Organization Listing (POL) 

The Position Organization Listing (POL) report displays a status of all positions within an 

organization. Data for this report is obtained from NFC’s PPS and Position Management 

databases and is updated biweekly. 
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To run a POL report: 

1. Select Position Organization Listing (POL) on the Workforce Reports menu. The POL 

report search fields are displayed. 

 

Figure 258: Position Organization Listing (POL) Report 

2. Complete the fields as follows: 

Field Description/Instruction 

Organizational Structure Select this field to select the organizational information to be displayed 
on the report. The default for this field is based upon your security 
access. After making your selection, select Done, Cancel, or Next as 
appropriate. If you select Next, additional organization information is 
displayed. You can continue to make selections and select Next to 
further customize your selection. There are nine organizational levels 
available when selecting Next. Multiple or block selections are not 
allowed when you select Next. To return to the previous organization 
level, select Previous. Your security access determines how many 
levels of organization information that you can access.  

After completing your selection(s), select Done or Cancel as applicable. 

Personnel Office 
Identifier 

Select this field to indicate the POI to be displayed on the report. POIs 
are listed numerically on this field. The four-digit POI and the name of 
the personnel office are both displayed on the report.  

After making your selection, select Done, Cancel, or Reset as 
applicable. 

Pay Plan Defaults to All. 

Select this field to select the applicable pay plan(s) to be displayed on 
the report. For Department of Commerce employees, you can select 
Pay Plan Groupings Include to the right of the selection box to display 
a list of pay plans included in the groupings. Multiple or block selections 
are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 



Publications Category: Reporting 
 Reporting Center 

 

 
 

417 
 

 

Field Description/Instruction 

Occupational Series Defaults to All. 

Select this field to select the occupational series to be displayed on the 
report. The four-digit code and the literal are both displayed on the 
report. Multiple or block selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Grade Defaults to All.  

Select this field to select the two-digit grade(s) to be displayed on the 
report. The grades are displayed in descending order. Multiple or block 
selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Financial Disclosure 
Required 

Select this field to indicate whether or not a financial disclosure is 
required, and if required, what type of document is required for the 

report. Valid values are (0) Not Required, 

(3) SF-78 Required, (4) SF-450 Required, 

(5) MSPB-849 Required (MSPB and OSC), 

(6) GPO-U.S. 069233 (LOC), and (7) SI-1085 (SM 

only). 

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Vacant/Filled/Action Defaults to Include Vacant Positions.  

Select this field to indicate on the report whether this position is a vacant 

position or a filled position. Valid values are Include Vacant 

Positions (default), Action Required only, Filled 

Positions only, and Vacant Positions only.  

After making your selection, select Include, Cancel, or Reset as 
applicable. 

Location (State) Defaults to All. 

Select this field to indicate the State(s) to be displayed on the report. 
The States are listing alphabetically. You can use the scroll bar to 
search for the applicable State(s). Multiple or block selections are 
available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Supervisory Status Defaults to All. 

Select this field to select the applicable supervisory status to be 
displayed on the report. Multiple or block selections are available in this 
field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 
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Field Description/Instruction 

Suppress Additional 
Name Column  

Defaults to Yes.  

Select this field to indicate whether or not to suppress the Additional 
Name column on the report. This is used for printing purposes. Valid 

values are Yes and No.  

After making your selection, select Include, Exclude, Cancel, or Reset 
as applicable. 

Suppress SSNO Defaults to Yes.  

Select this field to indicate whether or not to suppress the SSN on the 

report. This is used for printing purposes. Valid values are Yes and No.  

After making your selection, select Include, Exclude, Cancel, or Reset 
as applicable. 

Sort Order Defaults to Org, Pay Plan, Grade, Step, Master Record 

Number, SSNO.  

Select this field to select the applicable sort options. Select the down 
arrow to display the various sort options. Each level has two parts. The 
first part is the literal sort, and the second part is whether or not you 
want to sort in ascending or descending order.  

After making your selection, select Done, Cancel, or Reset as 
applicable. 

After running the Position Organization Listing (POL) report, the Position Organization 

Listing Summary as of Pay Period XX - XXXX report (with criteria) is displayed. 
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Projected Promotion/WGIs 

The Projected Promotion and WGI report displays a list of the employees in an organization and 

their promotion and WGI information (e.g., Name, Pay Plan, Occ Ser, Grade/Step, Base Salary, 

Geo Adj Rate, Duty Station, SCD Date, Projected WGI Date, etc). Data for this report is 

obtained from NFC's PPS database and is updated biweekly. 

To run a Projected Promotion and WGI report: 

1. Select Projected Promotion/WGIs on the Workforce Reports menu. The Projected 

Promotion and WGI report search fields are displayed. 

 

Figure 259: Projected Promotion and WGI Report 

2. Complete the fields as follows: 

Field Description/Instruction 
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Field Description/Instruction 

Organizational Structure Defaults based upon your security access. 

Select this field to select the organizational information to be displayed 
on the report. After making your selection, select Done, Cancel, or Next 
as appropriate. If you select Next, additional organization information is 
displayed. You can continue to make selections and select Next to 
further customize your selection. There are nine organizational levels 
available when selecting Next. Multiple or block selections are not 
allowed when you select Next. To return to the previous organization 
level, select Previous. Your security access determines how many 
levels of organization information that you can access.  

After completing your selection(s), select Done or Cancel as applicable. 

Personnel Office 
Identifier  

Select this field to indicate the POI to be displayed on the report. POIs 
are listed numerically on this field. The four-digit POI and the name of 
the personnel office are both displayed on the report.  

After making your selection, select Done, Cancel, or Reset as 
applicable. 

Pay Plan Defaults to All. 

Select this field to select the applicable pay plan(s) to be displayed on 
the report. For Department of Commerce employees, you can select 
Pay Plan Groupings Include to the right of the selection box to display 
a list of pay plans included in the groupings. Multiple or block selections 
are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Occupational Series Defaults to All.  

Select this field to select the occupational series to be displayed on the 
report. The four-digit code and the literal are both displayed on the 
report. Multiple or block selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Grade Defaults to All.  

Select this field to select the two-digit grade(s) to be displayed on the 
report. The grades are displayed in descending order. Multiple or block 
selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 
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Field Description/Instruction 

Occupation (PATCO) Defaults to All.  

Select this field to display the applicable job code(s) to be displayed on 

the report. Valid values are Professional, Administrative, 

Technical, Clerical, Other, and Blue Collar. Multiple or 

block selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Supervisory Status Defaults to All.  

Select this field to select the applicable supervisory status to be 
displayed on the report. Multiple or block selections are available in this 
field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Location (Duty State) Defaults to All.  

Select this field to select the duty State of the organization. Multiple or 
block selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Location (Duty City) Defaults to All.  

Select this field to select the duty city of the organization. Valid values 
for this field are determined by the selection(s) made in the Location 
(Duty State) field. You cannot select this field until a selection(s) has 
been made in the Location (Duty State) field. Multiple or block selections 
are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Location (Duty County) Defaults to All.  

Select this field to select the duty county of the organization. Valid 
values for this field are determined by the selection(s) made in the 
Location (Duty State) field. You cannot select this field until a 
selection(s) has been made in the Location (Duty State) field. Multiple or 
block selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Employment Type (PFT) Defaults to All. 

Select this field to indicate the applicable full-time or part-time status of 
the employee. You can select Employment Types Include to display 
definitions of the various employment types. Multiple or block selections 
are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 
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Field Description/Instruction 

Age Defaults to All.  

Select this field to indicate the applicable age range category to be 
displayed on the report. This field is categorized in ranges of 5-year 
increments. Multiple or block selections are available in this field.  

After making your selection(s), select Done, Cancel, or Reset as 
applicable. 

Disability Code Defaults to All.  

Select this field to indicate the disability code to be displayed on the 
report. This field displays both the two-digit code and the literal. You can 
select Targeted Disabilities Include to display various disability types. 
Multiple or block selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Gender Defaults to All.  

Select this field to indicate the gender to be displayed on the report. 

Valid values are Male and Female. Multiple or block selections are 

available in this field.  

After making your selection, select Include, Exclude, Cancel, or Reset 
as applicable. 

Race and National Origin Defaults to All.  

Select this field to indicate the EHRI information to be displayed on the 
report. Multiple or block selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Education Level Defaults to All. 

Select this field to indicate the education level to be displayed on the 
report. Multiple or block selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Tenure Group Defaults to All.  

Select this field to indicate which tenure group to be displayed on the 

report. Valid values are Not In Any Retention Group, Group 

1, Group 2, and Group 3. Multiple or block selections are available 

in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 
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Field Description/Instruction 

Uniform Service Status Defaults to All. 

Select this field to indicate the uniform service status to be displayed on 

the report. Valid values are None, Ready Reserve, Standby 

Reserve, National Guard, Retired Military-Regular, 

and Retired Military-Nonregular. Multiple or block 

selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Veteran Status Defaults to All.  

Select this field to indicate the veteran status to be displayed on the 

report. Valid values are Not a Veteran of the Vietnam Era 

(Prior to 9/30/91), Vietnam Era Veteran, 

Pre-Vietnam Era Veteran, Post-Vietnam Era Veteran, 

and Not a Veteran (After 9/30/91). Multiple or block 

selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

SCD Date (Leave) Select the down arrows to indicate the range, month, day, and year for 
the SCD for leave for the employee(s) to be displayed on the report. The 
first down arrow sets the parameters of the report. 

Valid values for the first down arrow are Equals, Not Equal To, 

Less Than or Equal To, Less Than, Greater Than or 

Equal To, and Greater Than. 

The second down arrow is used to indicate the month. Valid values are 

01 through 12. 

The third down arrow is used to indicate the day. Valid values are 01 

through 31. 

The fourth down arrow is used to indicate the year. Valid values are 

1945 through 2005. 

Multiple or block selections are not available in this field.  

After making your selection(s), select Done, Cancel, or Reset as 
applicable. 

Separation Accession 
Type  

Defaults to Not Separated or Accession this Pay 

Period.  

Select this field to indicate the separation accession status to be 

included on the report. Valid values are Not Separated, Regular, 

Deceased, and Accession this Pay Period. Multiple or block 

selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 
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Field Description/Instruction 

Type of Appointment Defaults to All. 

Select this field to indicate the appointment type to be displayed on the 
report. Multiple or block selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Employment Type Defaults to All.  

Select this field to indicate the employee’s employment type. Valid 

values are Full-time, Part-time, Intermittent, Fee 

basis of piecework, and First 40 hours. Multiple or block 

selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Special Employee Code Defaults to All.  

Select this field to indicate the special employee code to be displayed on 
the report. Both the two-digit numeric code and the alpha literal are 
displayed in this field. Multiple or block selections are available in this 
field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Retirement System Select this field to indicate the retirement system to be displayed on the 
report. Multiple or block selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Sort Order  Defaults to Last Name.  

Select this field to select the applicable sort options. Select the down 
arrow to display the various sort options. Each level has two parts. The 
first part is the literal sort, and the second part is whether or not you 
want to sort in ascending or descending order.  

After making your selection, select Done, Cancel, or Reset as 
applicable. 
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After running the Projected Promotion and WGI Report, the Projected Promotion and 

WGI Report (with criteria) is displayed. 

 
 

Retirement Eligibility 

The Retirement Eligibility report displays a count across all employees eligible to retire within 

the next 10 years. This report allows an optional sort across age also. These counts are grouped 

by the year of eligibility. Data for this report is obtained from the Personnel History database and 

is updated biweekly. 

The following criteria are used when determining an employee’s retirement eligibility year: 

 The year the employee becomes 55, 56, 57, 58, or 59 years old with at least 30 years of 

service. 

 The year the employee becomes 60 or 61 years old with at least 20 years of service 

 The year the employee becomes 62 years old with at least 5 years of service 

Note: If an employee's retirement eligibility year is less than the current year, that employee is 

counted in the current year column.  
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To run a Retirement Eligibility report: 

1. Select Retirement Eligibility on the Workforce Reports menu. The Retirement Eligibility 

report search fields are displayed. 

 

Figure 260: Retirement Eligibility Report 

2. Complete the fields as follows: 

Field Description/Instruction 

Organizational Structure Select this field to select the organizational information to be displayed 
on the report. The default for this field is based upon your security 
access. After making your selection, select Done, Cancel, or Next as 
appropriate. If you select Next, additional organization information is 
displayed. You can continue to make selections and select Next to 
further customize your selection. There are nine organizational levels 
available when selecting Next. Multiple or block selections are not 
allowed when you select Next. To return to the previous organization 
level, select Previous. Your security access determines how many 
levels of organization information that you can access.  

After completing your selection(s), select Done or Cancel as applicable. 

Personnel Office 
Identifier 

Select this field to indicate the POI to be displayed on the report. POIs 
are listed numerically on this field. The four-digit POI and the name of 
the personnel office are both displayed on the report.  

After making your selection, select Done, Cancel, or Reset as 
applicable. 
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Field Description/Instruction 

Pay Plan Defaults to All. 

Select this field to select the applicable pay plan(s) to be displayed on 
the report. For Department of Commerce employees, you can select 
Pay Plan Groupings Include to the right of the selection box to display 
a list of pay plans included in the groupings. Multiple or block selections 
are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Occupational Series Defaults to All.  

Select this field to select the occupational series to be displayed on the 
report. The four-digit code and the literal are both displayed on the 
report. Multiple or block selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Grade Defaults to All.  

Select this field to select the two-digit grade(s) to be displayed on the 
report. The grades are displayed in descending order. Multiple or block 
selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Occupation (PATCO) Defaults to All.  

Select this field to display the applicable job code(s) to be displayed on 

the report. Valid values are Professional, Administrative, 

Technical, Clerical, Other, and Blue Collar. Multiple or 

block selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Supervisory Status Defaults to All.  

Select this field to select the applicable supervisory status to be 
displayed on the report. Multiple or block selections are available in this 
field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Location (State) Defaults to All. 

Select this field to indicate the State(s) to be displayed on the report. 
The States are listing alphabetically. You can use the scroll bar to 
search for the applicable State(s). Multiple or block selections are 
available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 
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Field Description/Instruction 

Employment Type (PFT) Defaults to All.  

Select this field to indicate the applicable full-time or part-time status of 
the employee. You can select Employment Types Include to display 
definitions of the various employment types. Multiple or block selections 
are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Age Defaults to All.  

Select this field to indicate the applicable age range category to be 
displayed on the report. This field is categorized in ranges of 5-year 
increments. Multiple or block selections are available in this field.  

After making your selection(s), select Done, Cancel, or Reset as 
applicable. 

Veterans Preference Defaults to All.  

Select this field to indicate whether or not an employee is eligible for 
veterans preference. This preference is used in RIF situations, appeals 
cases, and in other situations where veterans preferences are pertinent. 
Valid values are None, 5-Point, 10-Point Disability, 

10-Point Compensable, 10-Point Other, and 10-Point 

30% Compensable. Multiple or block selections are available in this 

field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Disability Code Defaults to All.  

Select this field to indicate the disability code to be displayed on the 
report. This field displays both the two-digit code and the literal. You can 
select Targeted Disabilities Include to display various disability types. 
Multiple or block selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Gender Defaults to All.  

Select this field to indicate the gender to be displayed on the report. 
Valid values are Male and Female. Multiple or block selections are 

available in this field.  

After making your selection, select Include, Exclude, Cancel, or Reset 
as applicable. 

Ethnicity/Race and 
National Origin (ERI) 

Defaults to All. 

Select this field to indicate the RNO to be displayed on the report. 

Multiple or block selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 
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Field Description/Instruction 

Group the "Two or More 
Races" ERI designations 
that include an Hispanic 
selection as Hispanic  

Defaults to Yes. 

Select this field to indicate whether or not to group two ERI designations 
as Hispanic if one includes Hispanic or Latino. 

After completing your selection(s), select Done or Cancel as applicable.  

Education Level Defaults to All.  

Select this field to indicate the education level to be displayed on the 
report. Multiple or block selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Length of Service Defaults to All.  

Select this field to indicate the length of service range to be displayed on 
the report. This field is categorized in ranges of 5-year increments. 
Multiple or block selections are available in this field.  

After completing your selection(s), select Done or Cancel as applicable. 

Include Percentages? Defaults to All. 

Select this field to indicate whether or not to include percentage columns 
for each date column on the report. Valid values are No and Yes. 
Multiple or block selections are not available in this field.  

After completing your selection(s), select Done or Cancel as applicable. 

Time Frame Select this field to indicate the year to be displayed on the report. Use 
the scroll bar to select the applicable year from the box. You must also 
select the applicable radio button to indicate whether or not to run the 
report using the calendar or fiscal year that corresponds with the year 

selected in the box. Valid values for the radio buttons are Calendar 

Year and Fiscal Year. Multiple or block selections are not allowed.  

After completing your selection, select Done or Cancel as applicable. 

Sort By  Defaults to Organization.  

Select this field to indicate how you want the report sorted. Multiple or 
block selections are not allowed.  

After making your selection, select Done or Reset as applicable. 
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After running the Retirement Eligibility report, the Retirement Eligibility report (with 

criteria) is displayed. 

 
 

Retirement Profile (Inc. Early Out) 

The Early Out Profile report displays a count of all employees in an organization that are eligible 

to retire under regular or early-out options. Counts for employees eligible for "early outs" are 

displayed in total and across both early out criteria options. Data for this report is obtained from 

the Personnel History database and is updated biweekly. 

The following CSRS criteria are used when determining an employee’s "early out" eligibility: 

 An employee with more than 25 years of service 

 An employee that is at least 50 years old with at least 20 years of service 



Publications Category: Reporting 
 Reporting Center 

 

 
 

431 
 

 

To run an Early Out Profile report: 

1. Select Retirement Profile (Inc. Early Out) on the Workforce Reports menu. The Early Out 

Profile report search fields are displayed. 

 

Figure 261: Early Out Profile Report 

2. Complete the fields as follows: 

Field Description/Instruction 

Organizational Structure Select this field to select the organizational information to be displayed 
on the report. The default for this field is based upon your security 
access. After making your selection, select Done, Cancel, or Next as 
appropriate. If you select Next, additional organization information is 
displayed. You can continue to make selections and select Next to 
further customize your selection. There are nine organizational levels 
available when selecting Next. Multiple or block selections are not 
allowed when you select Next. To return to the previous organization 
level, select Previous. Your security access determines how many 
levels of organization information that you can access.  

After completing your selection(s), select Done or Cancel as applicable. 

Personnel Office 
Identifier 

Select this field to indicate the POI to be displayed on the report. POIs 
are listed numerically on this field. The four-digit POI and the name of 
the personnel office are both displayed on the report.  

After making your selection, select Done, Cancel, or Reset as 
applicable. 
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Field Description/Instruction 

Pay Plan Defaults to All. 

Select this field to select the applicable pay plan(s) to be displayed on 
the report. For Department of Commerce employees, you can select 
Pay Plan Groupings Include to the right of the selection box to display 
a list of pay plans included in the groupings. Multiple or block selections 
are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Occupational Series Defaults to All. 

Select this field to select the occupational series to be displayed on the 
report. The four-digit code and the literal are both displayed on the 
report. Multiple or block selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Grade Defaults to All.  

Select this field to select the two-digit grade(s) to be displayed on the 
report. The grades are displayed in descending order. Multiple or block 
selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Occupation (PATCO) Defaults to All.  

Select this field to display the applicable job code(s) to be displayed on 

the report. Valid values are Professional, Administrative, 

Technical, Clerical, Other, and Blue Collar. Multiple or 

block selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Supervisory Status Defaults to All.  

Select this field to select the applicable supervisory status to be 
displayed on the report. Multiple or block selections are available in this 
field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Location (State) Defaults to All. 

Select this field to indicate the State(s) to be displayed on the report. 
The States are listing alphabetically. You can use the scroll bar to 
search for the applicable State(s). Multiple or block selections are 
available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 
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Field Description/Instruction 

Employment Type (PFT) Defaults to All.  

Select this field to indicate the applicable full-time or part-time status of 
the employee. You can select Employment Types Include to display 
definitions of the various employment types. Multiple or block selections 
are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Age Defaults to All. 

Select this field to indicate the applicable age range category to be 
displayed on the report. This field is categorized in ranges of 5-year 
increments. Multiple or block selections are available in this field.  

After making your selection(s), select Done, Cancel, or Reset as 
applicable. 

Veterans Preference Defaults to All.  

Select this field to indicate whether or not an employee is eligible for 
veterans preference. This preference is used in RIF situations, appeals 
cases, and in other situations where veterans preferences are pertinent. 

Valid values are None, 5-Point, 10-Point Disability, 

10-Point Compensable, 10-Point Other, and 10-Point 

30% Compensable. Multiple or block selections are available in this 

field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Disability Code Defaults to All.  

Select this field to indicate the disability code to be displayed on the 
report. This field displays both the two-digit code and the literal. You can 
select Targeted Disabilities Include to display various disability types. 
Multiple or block selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Gender Defaults to All.  

Select this field to indicate the gender to be displayed on the report. 

Valid values are Male and Female. Multiple or block selections are 

available in this field.  

After making your selection, select Include, Exclude, Cancel, or Reset 
as applicable. 

Ethnicity/Race and 
National Origin (ERI) 

Defaults to All. 

Select this field to indicate the RNO to be displayed on the report. 

Multiple or block selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 
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Field Description/Instruction 

Group the "Two or More 
Races" ERI designations 
that include an Hispanic 
selection as Hispanic  

Defaults to Yes. 

Select this field to indicate whether or not to group two ERI designations 
as Hispanic if one includes Hispanic or Latino. 

After completing your selection(s), select Done or Cancel as applicable.  

Education Level Defaults to All. 

Select this field to indicate the education level to be displayed on the 
report. Multiple or block selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Length of Service Defaults to All.  

Select this field to indicate the length of service range to be displayed on 
the report. This field is categorized in ranges of 5-year increments. 
Multiple or block selections are available in this field.  

After completing your selection(s), select Done or Cancel as applicable. 

Time Frame Select this field to indicate the year to be displayed on the report. Use 
the scroll bar to select the applicable year from the box. You must also 
select the applicable radio button to indicate whether or not to run the 
report using the calendar or fiscal year that corresponds with the year 

selected in the box. Valid values for the radio buttons are Calendar 

Year and Fiscal Year. Multiple or block selections are not allowed.  

After completing your selection, select Done or Cancel as applicable. 

Sort By Defaults to Organization. 

Select this field to indicate how you want the report sorted. Multiple or 
block selections are not allowed. 

After making your selection, select Done or Reset as applicable. 
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After running the Early Out Profile report, the Retirement Profile (Inc. Early Out) report 

(with criteria) is displayed. 

 
 

Roster of Employees 

The Roster of Employees report is displayed when you This report displays a list of employees in 

an organization. You can select an employee on the list to obtain information about that 

employee. There are several categories of information for each employee. The following fields 

are displayed on this report: 

 Name 

 SSN 

 Pay Plan 

 Occupational Series 

 Grade/Step 

 Base Salary 

 Pay Basis 

 Individual Position Number 

 Federal Service Computation Date 

 Tour of Duty 

 Veterans Preference Code 

Note: Codes X and N are abbreviated. 

 Official Title 
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 Date of Birth 

Note: This report contains detailed data. 

To run a Roster of Employees report: 

1. Select Roster of Employees on the Workforce Reports menu. The Roster of Employees 

report search fields are displayed. 

 

Figure 262: Roster of Employees Report 

2. Complete the fields as follows: 

Field Description/Instruction 
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Field Description/Instruction 

Organizational Structure Select this field to select the organizational information to be displayed 
on the report. The default for this field is based upon your security 
access. After making your selection, select Done, Cancel, or Next as 
appropriate. If you select Next, additional organization information is 
displayed. You can continue to make selections and select Next to 
further customize your selection. There are nine organizational levels 
available when selecting Next. Multiple or block selections are not 
allowed when you select Next. To return to the previous organization 
level, select Previous. Your security access determines how many 
levels of organization information that you can access.  

After completing your selection(s), select Done or Cancel as applicable. 

Personnel Office 
Identifier 

Select this field to indicate the POI to be displayed on the report. POIs 
are listed numerically on this field. The four-digit POI and the name of 
the personnel office are both displayed on the report.  

After making your selection, select Done, Cancel, or Reset as 
applicable. 

Pay Plan Defaults to All. 

Select this field to select the applicable pay plan(s) to be displayed on 
the report. For Department of Commerce employees, you can select 
Pay Plan Groupings Include to the right of the selection box to display 
a list of pay plans included in the groupings. Multiple or block selections 
are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Display an Org Summary  Defaults to No. 

Select this field to indicate whether or not to display the organizational 

summary on the report. Valid values are No and Yes. 

After making your selection, select Done, Cancel, or Reset as 
applicable. 

Occupational Series Defaults to All.  

Select this field to select the occupational series to be displayed on the 
report. The four-digit code and the literal are both displayed on the 
report. Multiple or block selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Grade Defaults to All.  

Select this field to select the two-digit grade(s) to be displayed on the 
report. The grades are displayed in descending order. Multiple or block 
selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 
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Field Description/Instruction 

Occupation (PATCO) Defaults to All.  

Select this field to display the applicable job code(s) to be displayed on 

the report. Valid values are Professional, Administrative, 

Technical, Clerical, Other, and Blue Collar. Multiple or 

block selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Supervisory Status Defaults to All.  

Select this field to select the applicable supervisory status to be 
displayed on the report. Multiple or block selections are available in this 
field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Location (Duty State) Defaults to All. 

Select this field to select the duty State of the organization. Multiple or 
block selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Location (Duty 
City)-Please select a 
State first 

Defaults to All.  

Select this field to select the duty city of the organization. Valid values 
for this field are determined by the selection(s) made in the Location 
(Duty State) field. You cannot select this field until a selection(s) has 
been made in the Location (Duty State) field. Multiple or block selections 
are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Location (Duty 
county)-Please select a 
State first 

Defaults to All.  

Select this field to select the duty county of the organization. Valid 
values for this field are determined by the selection(s) made in the 
Location (Duty State) field. You cannot select this field until a 
selection(s) has been made in the Location (Duty State) field. Multiple or 
block selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Employment Type (PFT) Defaults to All. 

Select this field to indicate the applicable full-time or part-time status of 
the employee. You can select Employment Types Include to display 
definitions of the various employment types. Multiple or block selections 
are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 
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Field Description/Instruction 

Paperless SEL Select this field to indicate whether or not employees who elect to have 
a paperless Statement of Earnings and Leave are included on the 

report. Valid values are Paperless SEL - Y and Paperless 

SEL - N.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

EPP Participants Select this field to indicate whether to include Employee Personal Page 
participants on the report. Valid value is EPP Participants - 

Yes.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Age Select this field to indicate the applicable age range category to be 
displayed on the report. This field is categorized in ranges of 5-year 
increments. The default for this field is All. Multiple or block selections 

are available in this field. After making your selection(s), select Done, 
Cancel, or Reset as applicable. 

Disability Code Defaults to All.  

Select this field to indicate the disability code to be displayed on the 
report. This field displays both the two-digit code and the literal. You can 
select Targeted Disabilities Include to display various disability types. 
Multiple or block selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Gender Defaults to All.  

Select this field to indicate the gender to be displayed on the report. 

Valid values are Male and Female. Multiple or block selections are 

available in this field.  

After making your selection, select Include, Exclude, Cancel, or Reset 
as applicable. 

Ethnicity/Race and 
National Origin 

Defaults to All.  

Select this field to indicate the RNO to be displayed on the report. 
Multiple or block selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Birth Month Defaults to All.  

Select this field to select the applicable birth month(s) to be displayed on 
the report. Multiple or block selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 
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Field Description/Instruction 

Education Level Defaults to All.  

Select this field to indicate the education level to be displayed on the 
report. Multiple or block selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Tenure Group Defaults to All.  

Select this field to indicate which tenure group to be displayed on the 

report. Valid values are Not In Any Retention Group, Group 

1, Group 2, and Group 3. Multiple or block selections are available 

in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Annuitant Indicator Select this field to indicate the applicable annuitant indicator(s) to be 
displayed on the report. Multiple or block selections are available in this 
field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Uniform Service Status Defaults to All. 

Select this field to indicate the uniform service status to be displayed on 

the report. Valid values are None, Ready Reserve, Standby 

Reserve, National Guard, Retired Military-Regular, 

and Retired Military-Nonregular. Multiple or block 

selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Pay Rate Determinant 
Code 

Select this field indicate the applicable Pay Rate Determinant Code to be 
displayed on the report.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Veteran Status Defaults to All.  

Select this field to indicate the veteran status to be displayed on the 

report. Valid values are Not a Veteran of the Vietnam Era 

(Prior to 9/30/91), Vietnam Era Veteran, 

Pre-Vietnam Era Veteran, Post-Vietnam Era Veteran, 

and Not a Veteran (After 9/30/91). Multiple or block 

selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 
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Field Description/Instruction 

SCD Date (Leave) Select the down arrows to indicate the range, month, day, and year for 
the SCD for leave for the employee(s) to be displayed on the report. The 
first down arrow sets the parameters of the report. 

Valid values for the first down arrow are Equals, Not Equal To, 

Less Than or Equal To, Less Than, Greater Than or 

Equal To, and Greater Than. 

The second down arrow is used to indicate the month. Valid values are 

01 through 12. 

The third down arrow is used to indicate the day. Valid values are 01 

through 31. 

The fourth down arrow is used to indicate the year. Valid values are 

1945 through 2005. 

Multiple or block selections are not available in this field.  

After making your selection(s), select Done, Cancel, or Reset as 
applicable. 

Separation Accession 
Type 

Defaults to Not Separated or Accession this Pay 

Period.  

Select this field to indicate the separation accession status to be 
included on the report. Valid values are Not Separated, Regular, 

Deceased, and Accession this Pay Period. Multiple or block 

selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Type of Appointment Defaults to All.  

Select this field to indicate the appointment type to be displayed on the 
report. Multiple or block selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Employment Type Defaults to All.  

Select this field to indicate the employee’s employment type. Valid 

values are Full-time, Part–time, Intermittent, Fee 

basis of piecework, and First 40 hours. Multiple or block 

selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 
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Field Description/Instruction 

Special Employee Code Defaults to All.  

Select this field to indicate the special employee code to be displayed on 
the report. Both the two-digit numeric code and the alpha literal are 
displayed in this field. Multiple or block selections are available in this 
field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Retirement System Select this field to indicate the retirement system to be displayed on the 
report. Multiple or block selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Cybersecurity Codes Select this field to indicate the applicable cybersecurity code(s) to be 
displayed on the report. Both the numeric code and the literal are 
displayed on the selection list. 

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Sort Order Defaults to Last Name.  

Select this field to select the applicable sort options. Select the down 
arrow to display the various sort options. Each level has two parts. The 
first part is the literal sort, and the second part is whether or not you 
want to sort in ascending or descending order.  

After making your selection, select Done, Cancel, or Reset as 
applicable. 

After running the Roster of Employees report, the Roster of Employees report (with 

criteria) is displayed. 
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Salary Summary 

The Salary Listing report displays a list of employees within an organization along with their 

pay, occupational series, grade/step, and base salary. Data for this report is obtain from the PPS 

database and is updated biweekly. 

To run a Salary Listing report: 

1. Select Salary Listing on the Workforce Reports menu. The Salary Listing report search 

fields are displayed. 

 

Figure 263: Salary Listing Report 

2. Complete the fields as follows: 

Field Description/Instruction 

Organizational Structure Select this field to select the organizational information to be displayed 
on the report. The default for this field is based upon your security 
access. After making your selection, select Done, Cancel, or Next as 
appropriate. If you select Next, additional organization information is 
displayed. You can continue to make selections and select Next to 
further customize your selection. There are nine organizational levels 
available when selecting Next. Multiple or block selections are not 
allowed when you select Next. To return to the previous organization 
level, select Previous. Your security access determines how many 
levels of organization information that you can access.  

After completing your selection(s), select Done or Cancel as applicable. 



 
Publications Category: Reporting 

Reporting Center 
 

 
 
 

444 
 

 

Field Description/Instruction 

Personnel Office 
Identifier 

Select this field to indicate the POI to be displayed on the report. POIs 
are listed numerically on this field. The four-digit POI and the name of 
the personnel office are both displayed on the report.  

After making your selection, select Done, Cancel, or Reset as 
applicable. 

Pay Plan  Defaults to All.  

Select this field to select the applicable pay plan(s) to be displayed on 
the report. For Department of Commerce employees, you can select 
Pay Plan Groupings Include to the right of the selection box to display 
a list of pay plans included in the groupings. Multiple or block selections 
are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Occupational Series Defaults to All. 

Select this field to select the occupational series to be displayed on the 
report. The four-digit code and the literal are both displayed on the 
report. Multiple or block selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Grade Defaults to All.  

Select this field to select the two-digit grade(s) to be displayed on the 
report. The grades are displayed in descending order. Multiple or block 
selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Occupation (PATCO) Defaults to All.  

Select this field to display the applicable job code(s) to be displayed on 

the report. Valid values are Professional, Administrative, 

Technical, Clerical, Other, and Blue Collar. Multiple or 

block selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Supervisory Status Defaults to All.  

Select this field to select the applicable supervisory status to be 
displayed on the report. Multiple or block selections are available in this 
field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 
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Field Description/Instruction 

Location (Duty State) Defaults to All.  

Select this field to select the duty State of the organization. Multiple or 
block selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Location (Duty 
City)-Please select a 
State first 

Defaults to All.  

Select this field to select the duty city of the organization. Valid values 
for this field are determined by the selection(s) made in the Location 
(Duty State) field. You cannot select this field until a selection(s) has 
been made in the Location (Duty State) field. Multiple or block selections 
are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Location (Duty 
county)-Please select a 
State first 

Defaults to All.  

Select this field to select the duty county of the organization. Valid 
values for this field are determined by the selection(s) made in the 
Location (Duty State) field. You cannot select this field until a 
selection(s) has been made in the Location (Duty State) field. Multiple or 
block selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Employment Type (PFT) Defaults to All.  

Select this field to indicate the applicable full-time or part-time status of 
the employee. You can select Employment Types Include to display 
definitions of the various employment types. Multiple or block selections 
are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Age Defaults to All.  

Select this field to indicate the applicable age range category to be 
displayed on the report. This field is categorized in ranges of 5-year 
increments. Multiple or block selections are available in this field.  

After making your selection(s), select Done, Cancel, or Reset as 
applicable. 

Disability Code Defaults to All.  

Select this field to indicate the disability code to be displayed on the 
report. This field displays both the two-digit code and the literal. You can 
select Targeted Disabilities Include to display various disability types. 
Multiple or block selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 
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Field Description/Instruction 

Gender Defaults to All.  

Select this field to indicate the gender to be displayed on the report. 

Valid values are Male and Female. Multiple or block selections are 

available in this field.  

After making your selection, select Include, Exclude, Cancel, or Reset 
as applicable. 

Race and National Origin Defaults to All.  

Select this field to indicate the RNO to be displayed on the report. 
Multiple or block selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable 

Education Level Defaults to All.  

Select this field to indicate the education level to be displayed on the 
report. Multiple or block selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Tenure Group Defaults to All.  

Select this field to indicate which tenure group to be displayed on the 

report. Valid values are Not In Any Retention Group, Group 

1, Group 2, and Group 3. Multiple or block selections are available 

in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Uniform Service Status Defaults to All. 

Select this field to indicate the uniform service status to be displayed on 

the report. Valid values are None, Ready Reserve, Standby 

Reserve, National Guard, Retired Military-Regular, 

and Retired Military-onregular. Multiple or block selections 

are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Veteran Status Defaults to All.  

Select this field to indicate the veteran status to be displayed on the 

report. Valid values are Not a Veteran of the Vietnam Era 

(Prior to 9/30/91), Vietnam Era Veteran, 

Pre-Vietnam Era Veteran, Post-Vietnam Era Veteran, 

and Not a Veteran (After 9/30/91). Multiple or block 

selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 
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Field Description/Instruction 

Separation Accession 
Type 

Defaults to Not Separated or Accession this Pay 

Period.  

Select this field to indicate the separation accession status to be 

included on the report. Valid values are Not Separated, Regular, 

Deceased, and Accession this Pay Period. Multiple or block 

selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Type of Appointment Defaults to All. 

Select this field to indicate the appointment type to be displayed on the 
report. Multiple or block selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Employment Type Defaults to All.  

Select this field to indicate the employee’s employment type. Valid 

values are Full-time, Part-time, Intermittent, Fee 

basis of piecework, and First 40 hours. Multiple or block 

selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Special Employee Code Defaults to All. 

Select this field to indicate the special employee code to be displayed on 
the report. Both the two-digit numeric code and the alpha literal are 
displayed in this field. Multiple or block selections are available in this 
field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Retirement System Select this field to indicate the retirement system to be displayed on the 
report. Multiple or block selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Sort Order  Defaults to Pay Plan, Grade, Step.  

Select this field to select the applicable sort options. Select the down 
arrow to display the various sort options. Each level has two parts. The 
first part is the literal sort, and the second part is whether or not you 
want to sort in ascending or descending order.  

After making your selection, select Done, Cancel, or Reset as 
applicable. 
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After running the Salary Listing report, the Salary Listing report (with criteria) is 

displayed. 

 

Figure 264: Salary Listing Report (with criteria) 
 

Salary Summary 

The Salary Summary report displays the total and average salary for an organization. Data for 

this report is obtained from the Personnel History database and is updated biweekly. 
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To run a Salary Summary report: 

1. Select Salary Summary on the Workforce Reports menu. The Salary Summary report 

search fields are displayed. 

 

Figure 265: Salary Summary Report 

2. Complete the fields as follows: 

Field Description/Instruction 

Organizational Structure Select this field to select the organizational information to be displayed 
on the report. The default for this field is based upon your security 
access. After making your selection, select Done, Cancel, or Next as 
appropriate. If you select Next, additional organization information is 
displayed. You can continue to make selections and select Next to 
further customize your selection. There are nine organizational levels 
available when selecting Next. Multiple or block selections are not 
allowed when you select Next. To return to the previous organization 
level, select Previous. Your security access determines how many 
levels of organization information that you can access.  

After completing your selection(s), select Done or Cancel as applicable. 

Personnel Office 
Identifier 

Select this field to indicate the POI to be displayed on the report. POIs 
are listed numerically on this field. The four-digit POI and the name of 
the personnel office are both displayed on the report.  

After making your selection, select Done, Cancel, or Reset as 
applicable. 
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Field Description/Instruction 

Pay Plan Defaults to All. 

Select this field to select the applicable pay plan(s) to be displayed on 
the report. For Department of Commerce employees, you can select 
Pay Plan Groupings Include to the right of the selection box to display 
a list of pay plans included in the groupings. Multiple or block selections 
are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Occupational Series Defaults to All.  

Select this field to select the occupational series to be displayed on the 
report. The four-digit code and the literal are both displayed on the 
report. Multiple or block selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Grade Defaults to All.  

Select this field to select the two-digit grade(s) to be displayed on the 
report. The grades are displayed in descending order. Multiple or block 
selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Occupation (PATCO) Defaults to All.  

Select this field to display the applicable job code(s) to be displayed on 

the report. Valid values are Professional, Administrative, 

Technical, Clerical, Other, and Blue Collar. Multiple or 

block selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Supervisory Status Defaults to All.  

Select this field to select the applicable supervisory status to be 
displayed on the report. Multiple or block selections are available in this 
field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Location (State) Defaults to All. 

Select this field to indicate the State(s) to be displayed on the report. 
The States are listing alphabetically. You can use the scroll bar to 
search for the applicable State(s). Multiple or block selections are 
available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 
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Field Description/Instruction 

Employment Type (PFT) Defaults to All.  

Select this field to indicate the applicable full-time or part-time status of 
the employee. You can select Employment Types Include to display 
definitions of the various employment types. Multiple or block selections 
are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Age Defaults to All. 

Select this field to indicate the applicable age range category to be 
displayed on the report. This field is categorized in ranges of 5-year 
increments. Multiple or block selections are available in this field.  

After making your selection(s), select Done, Cancel, or Reset as 
applicable. 

Veterans Preference Defaults to All. 

Select this field to indicate whether or not an employee is eligible for 
veterans preference. This preference is used in RIF situations, appeals 
cases, and in other situations where veterans preferences are pertinent. 

Valid values are None, 5-Point, 10-Point Disability, 

10-Point Compensable, 10-Point Other, and 10-Point 

30% Compensable. Multiple or block selections are available in this 

field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Disability Code Defaults to All.  

Select this field to indicate the disability code to be displayed on the 
report. This field displays both the two-digit code and the literal. You can 
select Targeted Disabilities Include to display various disability types. 
Multiple or block selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Gender Defaults to All.  

Select this field to indicate the gender to be displayed on the report. 

Valid values are Male and Female. Multiple or block selections are 

available in this field.  

After making your selection, select Include, Exclude, Cancel, or Reset 
as applicable. 
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Field Description/Instruction 

Ethnicity/Race and 
National Origin (ERI) 

Defaults to All. 

Select this field to indicate the RNO to be displayed on the report. 

Multiple or block selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Group the "Two or More 
Races" ERI designations 
that include an Hispanic 
selection as Hispanic  

Defaults to Yes. 

Select this field to indicate whether or not to group two ERI designations 
as Hispanic if one includes Hispanic or Latino. 

After completing your selection(s), select Done or Cancel as applicable.  

Education Level Defaults to All.  

Select this field to indicate the education level to be displayed on the 
report. Multiple or block selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Length of Service Defaults to All.  

Select this field to indicate the length of service range to be displayed on 
the report. This field is categorized in ranges of 5-year increments. 
Multiple or block selections are available in this field.  

After completing your selection(s), select Done or Cancel as applicable. 

Time Frame Select this field to indicate the year to be displayed on the report. Use 
the scroll bar to select the applicable year from the box. You must also 
select the applicable radio button to indicate whether or not to run the 
report using the calendar or fiscal year that corresponds with the year 

selected in the box. Valid values for the radio buttons are Calendar 

Year and Fiscal Year. Multiple or block selections are not allowed.  

After completing your selection, select Done or Cancel as applicable. 

Sort By  Defaults to Organization.  

Select this field to indicate how you want the report sorted. Multiple or 
block selections are not allowed.  

After making your selection, select Done or Reset as applicable. 

  



Publications Category: Reporting 
 Reporting Center 

 

 
 

453 
 

 

After running the Salary Summary report, the Salary Summary report (with criteria) is 

displayed. 

 

Figure 266: Salary Summary Report (with criteria) 
 

Table 74 - Official Titles and Title Codes 

The Table 74 - Official Titles and Title Codes Currently Effective at NFC report displays 

formally assigned official position titles as assigned per Office of Personnel Management 

(OPM). Data for this report is obtained from TMGT, Table 074, Official Position Title, and is 

updated nightly. 

To run a Table 74 - Official Titles and Title Codes Currently Effective at NFC report: 

1. Select Table 74 Official Titles And Title Codes on the Workforce Reports menu. The Table 

74 - Official Titles and Title Codes Currently Effective at NFC report search fields are 

displayed. 

 

Figure 267: Table 74 - Official Titles and Title Codes Currently Effective at NFC Report 

2. Complete the fields as follows: 

Field Description/Instruction 



 
Publications Category: Reporting 

Reporting Center 
 

 
 
 

454 
 

 

Field Description/Instruction 

Occupational Series Defaults to All.  

Select this field to select the occupational series to be displayed on the 
report. The four-digit code and the literal are both displayed on the 
report. Multiple or block selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Sort Order  Select this field to indicate the sort order option to be displayed on the 
report. You can select three levels of sort options. Select the down arrow 
to display the various sort options. Each level has two parts. The first 
part is the literal sort, and the second part is whether or not you want to 
sort in ascending or descending order.  

After making your selection(s), select Done, Cancel, or Reset as 
applicable. 

After running the Table 74 - Official Titles and Title Codes Currently Effective at NFC 

report, the Official Titles and Title Codes Currently Effective at NFC (Table 74) report 

(with criteria) is displayed. 

 

Figure 268: Official Titles and Title Codes Currently Effective at NFC (Table 74) Report (with 
criteria) 
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Table 76- Working Titles and Title Codes 

The Table 76- Working Titles and Title Codes Currently Effective at NFC report is displayed 

when you The Table 76- Working Titles and Title Codes Currently Effective at NFC report 

displays the working titles which are informal titles established by the Agency in order to better 

identify positions and functions. Data for this report is obtained from TMGT, Table 076, 

Working Position Title. 

To run a Table 76- Working Titles and Title Codes Currently Effective at NFC report: 

1. Select Table 76- Working Titles and Title Codes on the Workforce Reports menu. The Table 

76- Working Titles and Title Codes Currently Effective at NFC report search fields are 

displayed. 

 

Figure 269: Table 76- Working Titles and Title Codes Currently Effective at NFC Report 

2. Complete the fields as follows: 

Field Description/Instruction 

Working Title Code Select this field to indicate which code(s) to be included on the report. 
Multiple or block selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Sort Order  Defaults to Working Title Code. 

Select this field to indicate the sort order option to be displayed on the 
report. You can select two levels of sort options. Select the down arrow 
to display the various sort options. Each level has two parts. The first 
part is the literal sort,a nd the second part is whether or not you want to 
sort in ascending or descending order.  

After making your selection(s), select Done, or Reset as applicable. 
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After running the Table 76- Working Titles and Title Codes Currently Effective at NFC 

report, the Working Titles and Title Codes Currently Effective at NFC (Table 76) report 

(with criteria) is displayed. 

 

Figure 270: Working Titles and Title Codes Currently Effective at NFC (Table 76) Report (with 
criteria) 

 

Telework Report 

The Telework Reporting report lists Telework employees (Transaction Code 54, 

Telework-Routine) for the selected pay period. Data for this report is obtained from NFC's T&A 

database and is updated biweekly. 

To run a Telework Reporting report: 

1. Select Telework Report on the Workforce Reports menu. The Telework Reporting report 

search fields are displayed. 

 

Figure 271: Telework Reporting Report 

2. Complete the fields as follows: 

Field Description/Instruction 

Organizational Structure Select this field to select the organizational information to be displayed 
on the report. The default for this field is based upon your security 
access. After making your selection, select Done, Cancel, or Next as 
appropriate. If you select Next, additional organization information is 
displayed. You can continue to make selections and select Next to 
further customize your selection. There are nine organizational levels 
available when selecting Next. Multiple or block selections are not 
allowed when you select Next. To return to the previous organization 
level, select Previous. Your security access determines how many 
levels of organization information that you can access.  

After completing your selection(s), select Done or Cancel as applicable. 
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Field Description/Instruction 

Year and Pay Period Select this field to select the year and pay period covered by the T&A on 
the report. 

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

OPM Telework Report 
Selection 

Select this field to select the applicable type of telework to be displayed 

on the report. Valid values are Telework Eligibility & 

Participation, Telework Frequency - Routine 

Telework, and Telework Frequency - Situational 

Telework. 

After completing your selection(s), select Done or Cancel as applicable. 
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After running the Telework Reporting report, the applicable Telework report (with 

criteria) is displayed. 
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Union Activity Exception Report 

The Union Activity Exception report provides information on employees whose 

union/association dues are not withheld or changed during a pay period. Data for this report is 

obtained from the T&A database and is updated biweekly. 

To run a Union Activity Exception report: 

1. Select Union Activity Exception Report on the Workforce Reports menu. The Union 

Activity Exception report search fields are displayed. 

 

Figure 272: Union Activity Exception Report 

2. Complete the fields as follows: 

Field Description/Instruction 

Organizational Structure Select this field to select the organizational information to be displayed 
on the report. The default for this field is based upon your security 
access. After making your selection, select Done, Cancel, or Next as 
appropriate. If you select Next, additional organization information is 
displayed. You can continue to make selections and select Next to 
further customize your selection. There are nine organizational levels 
available when selecting Next. Multiple or block selections are not 
allowed when you select Next. To return to the previous organization 
level, select Previous. Your security access determines how many 
levels of organization information that you can access.  

After completing your selection(s), select Done or Cancel as applicable. 

Personnel Office 
Identifier 

Select this field to indicate the POI to be displayed on the report. POIs 
are listed numerically on this field. The four-digit POI and the name of 
the personnel office are both displayed on the report.  

After making your selection, select Done, Cancel, or Reset as 
applicable. 

Pay Plan Defaults to All. 

Select this field to select the applicable pay plan(s) to be displayed on 
the report. For Department of Commerce employees, you can select 
Pay Plan Groupings Include to the right of the selection box to display 
a list of pay plans included in the groupings. Multiple or block selections 
are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 
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Field Description/Instruction 

Grade Defaults to All. 

Select this field to select the two-digit grade(s) to be displayed on the 
report. The grades are displayed in descending order. Multiple or block 
selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Union/Association Select this field to indicate the union/association to be displayed on the 

report. This is a two-position field. Valid values are 01 through 99. 

Multiple or block selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Local/Lodge-Please 
select a 
Union/Association first 

Select this field to indicate the local/lodge to be displayed on the report. 
Valid values are determined by the selection(s) made in the 
Union/Association field. Both the four-position code and the literal are 
displayed in this field. You must make a selection(s) in the 
Union/Association field before you can select this field. Multiple or block 
selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Year and Pay Period Select this field to indicate the year and pay period to be displayed on 
the report. The two-digit pay period number and the four-digit year are 
both displayed in this field.  

After completing your selection(s), select Done or Cancel as applicable. 

After running the Union Activity Exception Report, the Union Activity Exception report 

(with criteria) is displayed. 

 

Figure 273: Union Activity Exception Report (with criteria) 
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Union Roster and Activity Report 

The Union Roster and Activity report displays information in a union/association. Data for this 

report is obtained from the T&A database and is updated biweekly. 

To run a Union Roster and Activity report: 

1. Select Union Roster and Activity Report on the Workforce Reports menu. The Union Roster 

and Activity report search fields are displayed. 

 

Figure 274: Union Roster and Activity Report 

2. Complete the fields as follows: 

Field Description/Instruction 

Organizational Structure Defaults based upon your security access.  

Select this field to select the organizational information to be displayed 
on the report. After making your selection, select Done, Cancel, or Next 
as appropriate. If you select Next, additional organization information is 
displayed. You can continue to make selections and select Next to 
further customize your selection. There are nine organizational levels 
available when selecting Next. Multiple or block selections are not 
allowed when you select Next. To return to the previous organization 
level, select Previous. Your security access determines how many 
levels of organization information that you can access.  

After completing your selection(s), select Done or Cancel as applicable. 

Personnel Office 
Identifier 

Select this field to indicate the POI to be displayed on the report. POIs 
are listed numerically on this field. The four-digit POI and the name of 
the personnel office are both displayed on the report.  

After making your selection, select Done, Cancel, or Reset as 
applicable. 
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Field Description/Instruction 

Pay Plan Defaults to All. 

Select this field to select the applicable pay plan(s) to be displayed on 
the report. For Department of Commerce employees, you can select 
Pay Plan Groupings Include to the right of the selection box to display 
a list of pay plans included in the groupings. Multiple or block selections 
are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Grade Defaults to All. 

Select this field to select the two-digit grade(s) to be displayed on the 
report. The grades are displayed in descending order. Multiple or block 
selections are available in this field. 

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Union/Association Select this field to indicate the union/association to be displayed on the 

report. This is a two-position field. Valid values are 01 through 99. 

Multiple or block selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Local/Lodge-Please 
select a 
Union/Association first. 

Select this field to indicate the local/lodge to be displayed on the report. 
Valid values are determined by the selection(s) made in the 
Union/Association field. Both the four-position code and the literal are 
displayed in this field. You must make a selection(s) in the 
Union/Association field before you can select this field. Multiple or block 
selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Year and Pay Period Select this field to indicate the year and pay period to be displayed on 
the report. The two-digit pay period number and the four-digit year are 
both displayed in this field.  

After completing your selection(s), select Done or Cancel as applicable. 
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After running the Union Roster and Activity report, the Union Roster and Activity report 

is displayed. 

 

Figure 275: Union Roster and Activity Report 
 

Use-Or-Lose Leave Report 

The Use-Or-Lose Leave report displays a list of employees (by organization) who are in a 

use-or-lose situation regarding annual leave. Data for this report is obtained from the PPS 

database and is updated biweekly. 

To run a Use-Or-Lose Leave report: 

1. Select Use-Or-Lose Leave Report on the Workforce Reports menu. The Use-Or-Lose 

Leave report search fields are displayed. 

 

Figure 276: Use-Or-Lose Leave Report 

2. Complete the fields as follows: 

Field Description/Instruction 
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Field Description/Instruction 

Organizational Structure Defaults based upon your security access. Select this field to select the 
organizational information to be displayed on the report. After making 
your selection, select Done, Cancel, or Next as appropriate. If you 
select Next, additional organization information is displayed. You can 
continue to make selections and select Next to further customize your 
selection. There are nine organizational levels available when selecting 
Next. Multiple or block selections are not allowed when you select Next. 
To return to the previous organization level, select Previous. Your 
security access determines how many levels of organization information 
that you can access.  

After completing your selection(s), select Done or Cancel as applicable. 

Personnel Office 
Identifier 

Select this field to indicate the POI to be displayed on the report. POIs 
are listed numerically on this field. The four-digit POI and the name of 
the personnel office are both displayed on the report.  

After making your selection, select Done, Cancel, or Reset as 
applicable. 

Pay Plan Defaults to All. 

Select this field to select the applicable pay plan(s) to be displayed on 
the report. For Department of Commerce employees, you can select 
Pay Plan Groupings Include to the right of the selection box to display 
a list of pay plans included in the groupings. Multiple or block selections 
are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Grade Defaults to All.  

Select this field to select the two-digit grade(s) to be displayed on the 
report. The grades are displayed in descending order. Multiple or block 
selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Type of Employment Defaults to All.  

Select this field to indicate the employee’s employment type. Valid 
values are Full-time, Part-time, Intermittent, Fee 

basis of piecework, and First 40 hours. Multiple or block 

selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Display Options  Defaults to Only Employees with Projected Annual 

Leave Use-Or-Lose Balances.  

Select this field to indicate the applicable display option(s) to be 
displayed on the report.  

After making your selection(s), select Include, Cancel, or Reset as 
applicable. 
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Field Description/Instruction 

Sort Order  Defaults to Name.  

Select this field to select the applicable sort options. Select the down 
arrow to display the various sort options. Each level has two parts. The 
first part is the literal sort, and the second part is whether or not you 
want to sort in ascending or descending order.  

After making your selection, select Done, Cancel, or Reset as 
applicable. 

After running the Use-Or-Lose Leave Report, the Annual Leave Use-or-Lose Report 

(with criteria) is displayed. 

 
 

Work Years and Personnel Costs 

The Work Years and Personnel Costs Reports 1351-A, B, and C are used in budget forecasting. 

This report displays information found on the following OPM forms: 

 OPM Form 1351-A, Work Years and Personnel Costs Report, Basic and Premium Work 

Years and Pay Fiscal Year 

 OPM Form 1351-B, Work Years and Personnel Costs Report, Cost of Employees 

Benefits 

 OPM Form 1351-C, Work Years and Personnel Costs Report, Leave Earned and Used 

Leave Year XXXX 

To run a Work Years and Personnel Costs report: 

1. Select Work Years and Personnel Costs Report on the Workforce Reports menu. The Work 

Years and Personnel Costs report search field is displayed. 

 

Figure 277: Work Years and Personnel Costs Reports 1351-A, B, and C 

2. Complete the fields as follows: 
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Field Description/Instruction 

Report Selection Select this field to indicate the type of report to be displayed. Valid 
values are 

Basic and Premium Work Years and Pay (A), 

Cost of Employee Benefits (B), and 

Leave Earned and Used (C).  

After making your selection(s), select Include, Cancel, or Reset as 
applicable. 

After selecting the applicable report, the Work Years and Personnel Costs Reports 

1351-A, B, and C (after report selection) is displayed. 

 

Figure 278: Work Years and Personnel Costs Reports 1351-A, B, and C (after entering Report 
Selection) 

3. Complete the fields as follows: 

Field Description/Instruction 

Organizational Structure Select this field to select the organizational information to be displayed 
on the report. The default for this field is based upon your security 
access. After making your selection, select Done, Cancel, or Next as 
appropriate. If you select Next, additional organization information is 
displayed. You can continue to make selections and select Next to 
further customize your selection. There are nine organizational levels 
available when selecting Next. Multiple or block selections are not 
allowed when you select Next. To return to the previous organization 
level, select Previous. Your security access determines how many 
levels of organization information that you can access.  

After completing your selection(s), select Done or Cancel as applicable. 

Reporting Period (FY) Select this field to select the applicable fiscal year to be displayed on the 
report. 

After making your selection(s), select Include, Cancel, or Reset as 
applicable. 
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After running the applicable Work Years and Personnel Costs Reports 1351-A, B, and C, 

the applicable Work Years and Personnel Costs Report (with criteria) is displayed. 

 
 

Workforce Analysis 

The Workforce Analysis report displays a list of all employees in an organization. The lists are 

arranged in columns by employee name, date of birth, SSN, grade and step, pay plan, series, 

salary, pay basis, position designation number, SCD tour or duty, whether the employee is a 

permanent or temporary employee, veteran’s preference, pay rate determinant code, and 

compensatory and exceptional service. Totals for an organization are displayed after the last page 

of the report. This report displays a listing of employees within an organization. Data for this 

report is obtained from NFC’s PPS database and is updated biweekly. 

Note: This report contains detailed data. 
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To run a Workforce Analysis report: 

1. Select Workforce Analysis on the Workforce Reports menu. The Workforce Analysis 

report search fields are displayed. 

 

Figure 279: Workforce Analysis Report 

2. Complete the fields as follows: 

Field Description/Instruction 

Organizational Structure Defaults based upon your security access. 

Select this field to select the organizational information to be displayed 
on the report. After making your selection, select Done, Cancel, or Next 
as appropriate. If you select Next, additional organization information is 
displayed. You can continue to make selections and select Next to 
further customize your selection. There are nine organizational levels 
available when selecting Next. Multiple or block selections are not 
allowed when you select Next. To return to the previous organization 
level, select Previous. Your security access determines how many 
levels of organization information that you can access.  

After completing your selection(s), select Done or Cancel as applicable. 

Personnel Office 
Identifier 

Select this field to indicate the POI to be displayed on the report. POIs 
are listed numerically on this field. The four-digit POI and the name of 
the personnel office are both displayed on the report.  

After making your selection, select Done, Cancel, or Reset as 
applicable. 
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Field Description/Instruction 

Pay Plan Defaults to All.  

Select this field to select the applicable pay plan(s) to be displayed on 
the report. For Department of Commerce employees, you can select 
Pay Plan Groupings Include to the right of the selection box to display 
a list of pay plans included in the groupings. Multiple or block selections 
are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Occupational Series Defaults to All. 

Select this field to select the occupational series to be displayed on the 
report. The four-digit code and the literal are both displayed on the 
report. Multiple or block selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Grade Defaults to All. 

Select this field to select the two-digit grade(s) to be displayed on the 
report. The grades are displayed in descending order. Multiple or block 
selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Occupation (PATCO) Defaults to All.  

Select this field to display the applicable job code(s) to be displayed on 

the report. Valid values are Professional, Administrative, 

Technical, Clerical, Other, and Blue Collar. Multiple or 

block selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Supervisory Status Defaults to All.  

Select this field to select the applicable supervisory status to be 
displayed on the report. Multiple or block selections are available in this 
field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Location (Duty State) Defaults to All.  

Select this field to select the duty State of the organization. Multiple or 
block selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 
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Field Description/Instruction 

Location (Duty 
City)-Please select a 
State first 

Defaults to All.  

Select this field to select the duty city of the organization. Valid values 
for this field are determined by the selection(s) made in the Location 
(Duty State) field. You cannot select this field until a selection(s) has 
been made in the Location (Duty State) field. Multiple or block selections 
are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Location (Duty 
county)-Please select a 
State first 

Defaults to All.  

Select this field to select the duty county of the organization. Valid 
values for this field are determined by the selection(s) made in the 
Location (Duty State) field. You cannot select this field until a 
selection(s) has been made in the Location (Duty State) field. Multiple or 
block selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Employment Type (PFT) Defaults to All.  

Select this field to indicate the applicable full-time or part-time status of 
the employee. You can select Employment Types Include to display 
definitions of the various employment types. Multiple or block selections 
are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Age Defaults to All.  

Select this field to indicate the applicable age range category to be 
displayed on the report. This field is categorized in ranges of 5-year 
increments. Multiple or block selections are available in this field.  

After making your selection(s), select Done, Cancel, or Reset as 
applicable. 

Disability Code Defaults to All.  

Select this field to indicate the disability code to be displayed on the 
report. This field displays both the two-digit code and the literal. You can 
select Targeted Disabilities Include to display various disability types. 
Multiple or block selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Gender Defaults to All.  

Select this field to indicate the gender to be displayed on the report. 

Valid values are Male and Female. Multiple or block selections are 

available in this field.  

After making your selection, select Include, Exclude, Cancel, or Reset 
as applicable. 
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Field Description/Instruction 

Race and National Origin Defaults to All.  

Select this field to indicate the RNO to be displayed on the report. 
Multiple or block selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Education Level Defaults to All.  

Select this field to indicate the education level to be displayed on the 
report. Multiple or block selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Tenure Group Defaults to All.  

Select this field to indicate which tenure group to be displayed on the 

report. Valid values are Not In Any Retention Group, Group 

1, Group 2, and Group 3. Multiple or block selections are available 

in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Uniform Service Status Defaults to All. 

Select this field to indicate the uniform service status to be displayed on 

the report. Valid values are None, Ready Reserve, Standby 

Reserve, National Guard, Retired Military-Regular, 

and Retired Military-Nonregular. Multiple or block 

selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Veteran Status Defaults to All. 

Select this field to indicate the veteran status to be displayed on the 

report. Valid values are Not a Veteran of the Vietnam Era 

(Prior to 9/30/91), Vietnam Era Veteran, 

Pre-Vietnam Era Veteran, Post-Vietnam Era Veteran, 

and Not a Veteran (After 9/30/91). Multiple or block 

selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 
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Field Description/Instruction 

SCD Date (Leave) Select the down arrows to indicate the range, month, day, and year for 
the SCD for leave for the employee(s) to be displayed on the report. The 
first down arrow sets the parameters of the report. 

Valid values for the first down arrow are Equals, Not Equal To, 

Less Than or Equal To, Less Than, Greater Than or 

Equal To, and Greater Than. 

The second down arrow is used to indicate the month. Valid values are 

01 through 12. 

The third down arrow is used to indicate the day. Valid values are 01 

through 31. 

The fourth down arrow is used to indicate the year. Valid values are 

1945 through 2005. 

Multiple or block selections are not available in this field.  

After making your selection(s), select Done, Cancel, or Reset as 
applicable. 

Separation Accession 
Type 

Defaults to Not Separated or Accession this Pay 

Period. 

Select this field to indicate the separation accession status to be 

included on the report. Valid values are Not Separated, Regular, 

Deceased, and Accession this Pay Period. Multiple or block 

selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Type of Appointment Defaults to All.  

Select this field to indicate the appointment type to be displayed on the 
report. Multiple or block selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Employment Type Defaults to All.  

Select this field to indicate the employee’s employment type. Valid 

values are Full-time, Part-time, Intermittent, Fee 

basis of piecework, and First 40 hours. Multiple or block 

selections are available in this field. After making your selection(s), 
select Include, Exclude, Cancel, or Reset as applicable. 

Special Employee Code Defaults to All.  

Select this field to indicate the special employee code to be displayed on 
the report. Both the two-digit numeric code and the alpha literal are 
displayed in this field. Multiple or block selections are available in this 
field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 
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Field Description/Instruction 

Retirement System Select this field to indicate the retirement system to be displayed on the 
report. Multiple or block selections are available in this field.  

After making your selection(s), select Include, Exclude, Cancel, or 
Reset as applicable. 

Sort Order  Defaults to Pay Plan, Grade, Step.  

Select this field to select the applicable sort options. Select the down 
arrow to display the various sort options. Each level has two parts. The 
first part is the literal sort, and the second part is whether or not you 
want to sort in ascending or descending order.  

After making your selection, select Done, Cancel, or Reset as 
applicable. 

After completing the Workforce Analysis report, the Organizational Structure and 

Workforce Analysis report (with criteria) is displayed. 
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Security Reports 

This reporting category contains various security reports. 

This section includes the following topics: 

ACFO System Access Reports ............................................................................... 475 

Cross Serv Validation T&A Access Rpt ................................................................. 476 

Mainframe Inactivity Report .................................................................................... 478 

T&A Transmission Access Reports ....................................................................... 480 

 
 

ACFO System Access Reports 

The ACFO System Access report displays users that have Read and/or Update access to various 

Associate Chief Financial Officer (ACFO) applications. Data for this report is obtained from 

NFC's Information Systems Security Office (ISSO) and is updated quarterly. 

To run an ACFO System Access report: 

1. Select ACFO System Access Reports from the Security Reports menu. The AFCO System 

Access report search fields are displayed. 

 

Figure 280: ACFO System Access Reports 

2. Complete the fields as follows: 

Field Description/Instruction 

Report Date  Select this field to select the applicable date.  

After completing your selection, select Done, Reset, or Cancel as 
applicable. 

Application  Select this field to select the applicable application to be displayed on 
the report. 

After completing your selection, select Done, Reset, or Cancel as 
applicable. 



 
Publications Category: Reporting 

Reporting Center 
 

 
 
 

476 
 

 

Field Description/Instruction 

Zone, Division, 
Department  

Select this field to indicate the applicable organizational structure for 
which to run the report. If a selection is made in this field, leave the User 
ID field blank.  

After completing your selection, select Done, Reset, or Cancel as 
applicable. 

Type Access  Select this field to indicate the type of access to be displayed on the 

report. Valid values are Read and Update. 

After completing your selection, select Done, Reset, or Cancel as 
applicable. 

User ID  Select this field to enter the user to be displayed on the report. 

After completing your selection, select Done. 

Last Name  Select this field to enter the last name to be displayed on the report. 

After completing your selection, select Done. 

After running the ACFO System Access Reports, the ACFO System Access Report (with 

criteria) is displayed. 

 

Figure 281: ACFO System Access Report (with criteria) 
 

Cross Serv Validation T&A Access Rpt 

The Cross Servicing Validation T&A Access report lists users that access to transmit T&A data 

to NFC. Data for this report is obtained from NFC's Information Systems Security Office (ISSO) 

and is updated quarterly. 
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To run the Cross Servicing Validation T&A Access report: 

1. Select Cross Serv Validation T&A Access Rpt on the Security Reports menu. The Cross 

Servicing Validation T&A Access report search fields are displayed. 

 

Figure 282: T&A Transmission Access Reports 

2. Complete the fields as follows: 

Field Description/Instruction 

Report Date  Select this field to select the applicable date.  

After completing your selection, select Done, Reset, or Cancel as 
applicable. 

Contact Point  Select this field to select the applicable contact point to be displayed on 
the report. 

After completing your selection, select Done, Reset, or Cancel as 
applicable. 

User Id  Select this field to enter the applicable user ID to be displayed on the 
report. 

After completing your selection, select Done. 

Last Name  Select this field to enter the applicable last name to be displayed on the 
report. 

After completing your selection, select Done. 

After running the Cross Servicing Validation T&A Access Reports, the Cross Servicing 

Validation T&A Access Report (with criteria) is displayed. 

 

Figure 283: Cross Servicing Validation T&A Access Report (with criteria) 
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Mainframe Inactivity Report 

The Mainframe User Inactivity report contains data concerning mainframe usage. Data for this 

report is obtained from NFC’s ISSO Office and is updated monthly. 

To run a Mainframe User Inactivity report: 

1. Select Mainframe Inactivity Report on the Security Reports menu. The Mainframe User 

Inactivity report search fields are displayed. 

 

Figure 284: Mainframe User Inactivity Reports 

After running the applicable Mainframe User Inactivity Report, the applicable report 

(with criteria) is displayed. Depending upon which option is selected on the Report field, 

the applicable report will be displayed. 

If 30 Day Report is selected, the following report is displayed. This report displays 

user(s) within an organization who have not logged on to the NFC Mainframe within the 

last 30 days. 

 

Figure 285: Mainframe 30 Day Inactive User Report (with criteria) 



Publications Category: Reporting 
 Reporting Center 

 

 
 

479 
 

 

If 60 Day Report is selected, the following report is displayed. This report identifies 

user(s) within an organization whose user IDs have been suspended due to 60 days of 

inactivity on the NFC Mainframe. 

 

Figure 286: Mainframe 60 Day Inactive and Administratively Suspended User Report (with 
criteria) 

If 120 Day Report is selected, the following report is displayed. This report displays 

user(s) who have not logged on to the NFC Mainframe in the last 120 days. These user 

ID(s) have been revoked due to the inactivity. 

 

Figure 287: Mainframe 120 Day Inactive Deleted User Report (with criteria) 

2. Complete the fields as follows: 

Field Description/Instruction 

Report Defaults to 30 Day Report. 

Select this field to select the applicable report to be run. Valid values are 
30 Day Report, 60 Day Report, and 120 Day Report.  

After completing your selection, select Done, Reset, or Cancel as 
applicable. 

Report Date Select this field to select the applicable date.  

After completing your selection, select Done, Reset, or Cancel as 
applicable. 
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Field Description/Instruction 

Zone, Division, 
Department 

Select this field to indicate the applicable organizational structure for 
which to run the report. If a selection is made in this field, leave the User 
ID field blank.  

After completing your selection, select Done, Reset, or Cancel as 
applicable. 

User Id Select this field to type the user ID of an individual. If a user ID is typed 
in this field, the report is run for only that user ID. If the user ID entered 
has not been inactive for 30, 60, or 120 days, no results are displayed 
on the report. If a user ID is typed, leave the Zone, Division, Department 
field blank.  

After completing your selection, select Done. 

Last Name Select this field to enter the last name to be displayed on the report. 

After completing your selection, select Done. 

  

 

T&A Transmission Access Reports 

The T&A Transmission Access report lists users that have access to transmit T&A data to NFC. 

Data for this report is obtained from NFC's Information Systems Security Office (ISSO) and is 

updated quarterly. 

To run a T&A Transmission Access report: 

1. Select T&A Transmission Access Reports on the Security Reports menu. The T&A 

Transmission Access report search fields are displayed. 

 

Figure 288: T&A Transmission Access Reports 

2. Complete the fields as follows: 

Field Description/Instruction 

Report Date  Select this field to select the applicable date.  

After completing your selection, select Done, Reset, or Cancel as 
applicable. 
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Field Description/Instruction 

Contact Point  Select this field to select the applicable contact point to be displayed on 
the report. 

After completing your selection, select Done, Reset, or Cancel as 
applicable. 

User Id  Select this field to enter the applicable user ID to be displayed on the 
report. 

After completing your selection, select Done. 

Last Name  Select this field to enter the applicable last name to be displayed on the 
report. 

After completing your selection, select Done. 

After running the T&A Transmission Access Reports, the T&A Transmission Access 

Report (with criteria) is displayed. 

 

Figure 289: T&A Transmission Access Report (with criteria) 
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